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INTERNSHIP AGREEMENT 

This internship agreement (“Agreement”) is made and effective this 8 November 2021 

BETWEEN:  

Aneesh Menon (herein after called the “Intern”), an individual with his permanent address at 

Sreyas House(Kozhipra House), Thrissur, Kerala-680306 AND:   

Acsia Technologies Private Limited a company incorporate under the Indian Companies 

Act, having its registered office at Trivandrum.The Employer and Intern are hereinafter 

collectively referred to as “Parties” or individually as “Party”. 

The Company is willing to accept the intern on internship and the Intern is willing to work 

with the Company as an intern, with stipend of Rs. 7500 per Month (Rupees Seven 

Thousand Five Hundred per month), for a period of 6 (six) months from the date of 

signing this Agreement. A ‘certificate of internship’ will be issued to the intern after 

successful completion of internship at the Company. 
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IT IS HEREBY MUTUALLY AGREED TO BY AND BETWEEN THE PARTIES 

HERETO AS 

FOLLOWS:. 

Terms & Conditions of the Internship 

1.Working Hours

The Intern will not be considered an official or a staff member of the Internship Organisation. 

However, to fulfil obligations during the training period the Intern is expected to perform his duties 

like any other official of the Internship Organisation. The official training hours for the intern will 

be from 9:00 a.m. to 06:00 p.m., Mondays to Fridays. However, the Intern may be required to 

work different, additional, or outside of normal training hours if necessary, for completion of 

specific training activities.  The intern shall be required to attend minimum training hours of 40 

(forty) hours a week. The Intern provide notice to the Trainer or other official designated by the 

Company of any illness or other unavoidable circumstances that might prevent him / her from 

attending work or completing the Internship. 

2. Duration of Internship
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 Internship period shall be for 6 (six) months from the date of signing this 

Agreement, which may be terminated earlier if the Intern fails to follow the rules 

and regulations of the Internship Organisation 

3.Conflict of Interest:

The Training offered to calls for whole time Internship and the Intern will devote time exclusively 

to the internship offered and will not undertake any other work for remuneration (part time or 

otherwise) or work in an advisory capacity or be interested directly or indirectly (except as 

shareholder or debenture holder) in any trade or business, during Internship period. 

4.Duties

So long as the intern is undergoing internship hereunder, he / she shall perform assignments 

diligently, to the best of his/her ability, to the reasonable satisfaction of the Internship Organisation 

and at a level of competency and effectiveness consistent with the  academic studies undergone; 

The Intern shall comply with all policies, rules and regulations now or hereafter applicable to the 

employees of the Internship Organisation and to perform assignments in compliance with 

applicable laws, rules and regulations now or hereafter in effect.  

5.Change of information

The intern shall inform the Internship Organisation of any change in his/her personal data 

immediately during the internship period. Any notice to be given to the Intern shall be deemed to 

have been duly and properly given if delivered at the address in India, as recorded with the 

Internship Organisation. 

6.Non-Disclosure agreement

On joining, the intern shall be signing a non-disclosure agreement with the Internship 

Organisation. 

7.Intellectual Property rights

Any and all developments, inventions, improvements, methods, ideas, discoveries, business or 

technical innovations (whether patentable or not), technologies, creative or professional work 
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product, works of authorship and other intellectual property in any medium that 

may be developed, conceived or reduced to practice by the Intern (whether solely 

or jointly with others) during the course of Internship with the Internship 

Organisation, whether or not during regular training hours, and which relate to or 

are connected directly or indirectly with the business of the Internship 

Organisation including, without limitation to, any of their respective products or processes 

(collectively, “ Developments”), shall be the sole and exclusive property of the Internship 

Organisation. The Intern shall not be entitled to any compensation, benefits or other consideration 

from the Internship Organisation in exchange for ownership, use or transfer of any Developments 

during the Internship period. The Intern agree to disclose all Developments to the Internship 

Organisation in reasonable detail promptly following the development or conception of the same. 

The Intern hereby assign to the Internship Organisation, any and all  Developments and further 

agree to execute in favour of the Internship Organisation (or its designee) all such instruments of 

conveyance, assignment and transfer as may be requested from time to time by the Internship 

Organisation, whether during the term of internship or thereafter, in order to more fully vest in the 

Internship Organisation (or its designee) title to any and all  Developments during the training 

period (and any related patents, patent applications, trademarks, trademark registrations, trade 

names, copyrights, copyright registrations and the like). In the event the Internship Organisation 

decides, in its discretion, to file for patent, copyright or trademark protection with respect to any 

Developments during the internship period in any jurisdiction, the Intern agree to reasonably 

cooperate with the Internship Organisation in furtherance of those efforts, during the term of 

internship or at any time thereafter. 

8.Quality and Information Security policies

The Intern shall comply with Internship Organisation’s Quality and Information Security policies, 

standards, guidelines and procedures and any breach will result in termination of Internship. 

Policies will be explained to the Intern before commencement of the internship. 

9. Termination of Internship
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Unsatisfactory performance may lead to the termination of the internship at the 

initiative of the Internship Organisation, subject to an appropriate notice period of 

at least one week.  

10. General

The above terms and conditions are based on Company policies, procedures and other rules of the 

Internship Organisation currently applicable in India as well as overseas and are subject to 

amendments and adjustments from time to time. In all matters, including those not specifically 

covered here such as traveling, code of conduct, etc., the intern will be governed by the rules of 

the Company as shall be in force during the internship period 

Declaration 

I hereby declare that I have gone through and understood all the terms and conditions mentioned 

in this document and I accept and agree to abide by them. 

I understand that my relationship with Acsia Technologies Pvt Ltd is that of an Intern and an 

Internship Organisation providing practical training and there is no expectancy of employment at 

the end of the internship period. I may apply to any job openings of the Company, during or after 

the internship period, but shall be considered as an external candidate. 

…………………………… 

Candidate 

Date: 

ANEESH MENON

03-11-2021
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INTERNSHIP AGREEMENT 

 

This internship agreement (“Agreement”) is made and effective this 8 November 2021 

BETWEEN:  

SANTHANU S NAIR (herein after called the “Intern”), an individual with her permanent 

address at  

'Pranavam', TC-9/2044-1, Kochar Road, Sasthamangalam, TVPM-10 AND:   

 

Acsia Technologies Private Limited a company incorporate under the Indian Companies 

Act, having its registered office at Trivandrum.The Employer and Intern are hereinafter 

collectively referred to as “Parties” or individually as “Party”. 

The Company is willing to accept the intern on internship and the Intern is willing to work 

with the Company as an intern, with stipend of Rs. 7500 per Month (Rupees Seven 

Thousand Five Hundred per month), for a period of 6 (six) months from the date of 

signing this Agreement. A ‘certificate of internship’ will be issued to the intern after 

successful completion of internship at the Company. 
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IT IS HEREBY MUTUALLY AGREED TO BY AND BETWEEN THE PARTIES 

HERETO AS 

FOLLOWS:. 

 

Terms & Conditions of the Internship 

 

1.Working Hours 

The Intern will not be considered an official or a staff member of the Internship Organisation. 

However, to fulfil obligations during the training period the Intern is expected to perform his duties 

like any other official of the Internship Organisation. The official training hours for the intern will 

be from 9:00 a.m. to 06:00 p.m., Mondays to Fridays. However, the Intern may be required to 

work different, additional, or outside of normal training hours if necessary, for completion of 

specific training activities.  The intern shall be required to attend minimum training hours of 40 

(forty) hours a week. The Intern provide notice to the Trainer or other official designated by the 

Company of any illness or other unavoidable circumstances that might prevent him / her from 

attending work or completing the Internship. 

2. Duration of Internship 
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 Internship period shall be for 6 (six) months from the date of signing this 

Agreement, which may be terminated earlier if the Intern fails to follow the rules 

and regulations of the Internship Organisation 

3.Conflict of Interest:  

The Training offered to calls for whole time Internship and the Intern will devote time exclusively 

to the internship offered and will not undertake any other work for remuneration (part time or 

otherwise) or work in an advisory capacity or be interested directly or indirectly (except as 

shareholder or debenture holder) in any trade or business, during Internship period. 

4.Duties 

So long as the intern is undergoing internship hereunder, he / she shall perform assignments 

diligently, to the best of his/her ability, to the reasonable satisfaction of the Internship Organisation 

and at a level of competency and effectiveness consistent with the  academic studies undergone; 

The Intern shall comply with all policies, rules and regulations now or hereafter applicable to the 

employees of the Internship Organisation and to perform assignments in compliance with 

applicable laws, rules and regulations now or hereafter in effect.  

5.Change of information 

The intern shall inform the Internship Organisation of any change in his/her personal data 

immediately during the internship period. Any notice to be given to the Intern shall be deemed to 

have been duly and properly given if delivered at the address in India, as recorded with the 

Internship Organisation. 

6.Non-Disclosure agreement 

On joining, the intern shall be signing a non-disclosure agreement with the Internship 

Organisation. 

7.Intellectual Property rights 

Any and all developments, inventions, improvements, methods, ideas, discoveries, business or 

technical innovations (whether patentable or not), technologies, creative or professional work 
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product, works of authorship and other intellectual property in any medium that 

may be developed, conceived or reduced to practice by the Intern (whether solely 

or jointly with others) during the course of Internship with the Internship 

Organisation, whether or not during regular training hours, and which relate to or 

are connected directly or indirectly with the business of the Internship 

Organisation including, without limitation to, any of their respective products or processes 

(collectively, “ Developments”), shall be the sole and exclusive property of the Internship 

Organisation. The Intern shall not be entitled to any compensation, benefits or other consideration 

from the Internship Organisation in exchange for ownership, use or transfer of any Developments 

during the Internship period. The Intern agree to disclose all Developments to the Internship 

Organisation in reasonable detail promptly following the development or conception of the same. 

The Intern hereby assign to the Internship Organisation, any and all  Developments and further 

agree to execute in favour of the Internship Organisation (or its designee) all such instruments of 

conveyance, assignment and transfer as may be requested from time to time by the Internship 

Organisation, whether during the term of internship or thereafter, in order to more fully vest in the 

Internship Organisation (or its designee) title to any and all  Developments during the training 

period (and any related patents, patent applications, trademarks, trademark registrations, trade 

names, copyrights, copyright registrations and the like). In the event the Internship Organisation 

decides, in its discretion, to file for patent, copyright or trademark protection with respect to any 

Developments during the internship period in any jurisdiction, the Intern agree to reasonably 

cooperate with the Internship Organisation in furtherance of those efforts, during the term of 

internship or at any time thereafter. 

8.Quality and Information Security policies 

The Intern shall comply with Internship Organisation’s Quality and Information Security policies, 

standards, guidelines and procedures and any breach will result in termination of Internship. 

Policies will be explained to the Intern before commencement of the internship. 

9. Termination of Internship 
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Unsatisfactory performance may lead to the termination of the internship at the 

initiative of the Internship Organisation, subject to an appropriate notice period of 

at least one week.  

10. General 

The above terms and conditions are based on Company policies, procedures and other rules of the 

Internship Organisation currently applicable in India as well as overseas and are subject to 

amendments and adjustments from time to time. In all matters, including those not specifically 

covered here such as traveling, code of conduct, etc., the intern will be governed by the rules of 

the Company as shall be in force during the internship period 

 

 

 

 

Declaration 

I hereby declare that I have gone through and understood all the terms and conditions mentioned 

in this document and I accept and agree to abide by them. 

I understand that my relationship with Acsia Technologies Pvt Ltd is that of an Intern and an 

Internship Organisation providing practical training and there is no expectancy of employment at 

the end of the internship period. I may apply to any job openings of the Company, during or after 

the internship period, but shall be considered as an external candidate. 

 

…………………………… 

Candidate 

Date: 
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OFFER CUM APPOINTMENT LETTER 

Gowri  P

Karthika, Muppathadom, Aluva 

IND

Dear Gowri,

On behalf of Amazon Development Centre (India) Private Limited, a company incorporated under 

the laws of India, having its registered office at # 26/1, Brigade Gateway, World Trade Centre, 10th Floor, 

Dr. Rajkumar Road, Malleshwaram (W) Bangalore - 560 055. Karnataka India (hereinafter the “Company” 

or “Amazon India”), we are very pleased to issue this Offer cum Appointment Letter for the position of 

Quality Specialist at Hyderabad, India.

Your employment with the Company will be subject to your acceptance of this Offer cum Appointment 

Letter and the terms and conditions set forth hereinbelow. If you wish to accept employment with the 

Company, please convey your acceptance in the manner provided for by the Company.  The offer of 

employment contained in this Offer cum Appointment Letter will expire if you have not accepted the 

same on or before 10 business days. 

Upon your acceptance of the offer herein, this Offer cum Appointment Letter shall form the employment 

contract that is a valid and binding agreement of employment between Amazon India and you, and you 

shall be bound by the terms and conditions stipulated herein below. 

1. Date of Commencement

Your employment with Amazon India will commence on 22-Jul-2019.

2. Probation

You shall be on probation for a period of 3 months (“Probation Period”) from the date of joining. 

Your performance will be reviewed and evaluated at regular intervals during the Probation Period. 

Depending on the outcome of such evaluation/s, the Company may, at its sole discretion, either 

(a) if your performance is found satisfactory, confirm your appointment; or (b) if your 

performance is found to be unsatisfactory, extend, in writing, the Probation Period by a further 
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period of 3 more months or terminate your employment with Amazon India with immediate effect 

and without any advance or prior notice, and with no further liabilities to Amazon India, except 

for payment of remuneration up to the date of termination of employment.

3. Duties

3.1 You will be employed in the position of Quality Specialist. Your manager will advise you 

about your job responsibilities after your joining with us. You will be expected to do your job 

to the best of your ability at all times as per the job responsibilities advised by your manager 

at the time of joining or as amended from time to time, as well as such other tasks as may 

be required by Amazon India.

3.2 You will be required to comply with Amazon India’s rules, regulations and policies from time 

to time in force, including, without limitation, those policies set out in Amazon India’s 

Policies and Procedures, as communicated to you. Amazon India reserves the right to change 

Amazon India’s Policies and Procedures from time to time at its sole discretion and you shall 

be bound by the same. 

3.3 You acknowledge that during the course of your employment, as the business of Amazon 

India changes, it may be necessary to rotate you in other departments / units. Amazon India 

therefore reserves the right to change your role and responsibilities from time to time at its 

sole discretion and without assigning any reason, it being understood that you will not be 

assigned responsibilities which you cannot reasonably perform. 

3.4 Unless specified in writing, you shall not be authorised to enter into any contractual 

obligations on behalf of Amazon India or its affiliates including creating a lien (statutory or 

other), security interest, mortgage, pledge, assignment, encumbrance, chattel or conditional 

sale or other title retention agreement or any other financial obligations or otherwise on 

behalf of Amazon India or its affiliates.

4. Hours of Work

The normal business hours of the office, at which you work, will apply to you and these will be 

advised on commencement of employment and when there is a change. You may be required to 

work in shifts for different work hours or workdays during the week depending on the business 

or team that you may be working for. You will be advised by your manager or department about 

such requirements at the time of joining and from time to time during the course of your 

employment, as appropriate. Certain business teams also operate on 24x7 basis and hence, may 
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have rotational shifts or related requirements for their respective team members. Please refer to 

Amazon India’s Policies and Procedures for further details.

5. Place of Work

Your initial place of work will be at Amazon India’s facility in Hyderabad.  However, you should be 

aware that the Company and/or its affiliates have offices throughout the world and because of 

the nature of your duties, the Company has the right to transfer you from one place to another or 

from one section to another or from one unit to any other unit of the Company, its parent 

company or to any of its sister concerns, which are either existing or may be set up in future. The 

decision of the Company in this regard shall be final and binding on you. 

6. Remuneration

6.1 Your Annual Base Pay will be Rs.343,000 per annum made payable in arrears in accordance 

with Amazon India’s standard payroll practice and subject to all lawful deductions of income 

tax, provident fund contribution (if any), insurances or otherwise. Your Base Pay is inclusive 

of both the employer`s and the employee`s provident fund contributions.  Your Base Pay will 

be reviewed in accordance with internal performance review systems, details of which are 

set out in Amazon India’s Policies and Procedures. If your hire date is on or before the first 

Monday in October of the current year, you will be eligible for a performance assessment 

and salary adjustment in the next calendar year. Ordinarily, this process occurs in the month 

of April each year. 

6.2 Amazon India has the right to deduct from your pay/salary any sums which you may owe 

Amazon India, including without limitation, any over-payments or loans made to you by 

Amazon India or any demand raised by any judicial or quasi-judicial authority for your acts 

or omissions and / or losses suffered by Amazon India as a result of your negligence or 

breach of the terms contained in this Offer cum Appointment Letter/Amazon India’s Policies, 

or your failure to return Amazon India’s property.

7. Provident Fund

Amazon India will contribute to a Provident Fund as and when required by the Employees’ 

Provident Fund and Miscellaneous Provision Act, 1952, and as further described in Amazon India’s 

Policies and Procedures.
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8. Leave 

Amazon India will grant you leave as provided in Amazon India’s Policies and Procedures. All leave 

scheduling and organisation will be arranged to ensure smooth business operation; your 

manager’s approval is required prior to your scheduling or changing any leave.

 

9. Confidential Information and Confidentiality Obligations

9.1 “Confidential Information” means and includes any information that relates to the business 

of the Company that is not generally available to the public.  Without limiting the foregoing, 

Confidential Information includes:

(1) the identity of, contractual terms with, and any information relating to, the 

Company's business partners, customers, services clients, sellers, agents, 

employees, contractors, investors, joint ventures, vendors, or suppliers and the 

terms on which the Company does business with each such entity, or generally;

(2) computer code (including source code and object code) or software developed, 

modified, or used by the Company;

(3) data of any sort compiled by the Company, including, but not limited to, data 

relating to products and services, advertising and marketing, and existing or 

prospective customers, clients, vendors, or business partners;

(4) algorithms, procedures or techniques, or the essential ideas and principles 

underlying such algorithms, procedures or techniques, developed by, or whose 

workings are otherwise known to, the Company (but excluding any public domain 

algorithms, procedures, or techniques), whether or not such algorithms, 

procedures or techniques are embodied in a computer program, including, but 

not limited to, techniques for identifying prospective customers, communicating 

effectively with prospective or current customers, reducing operating costs, or 

increasing system reliability;

(5) the fact that the Company uses, has used, or has evaluated for potential use any 

particular database, source of data, algorithm, procedure or technique, or the 

essential ideas and principles underlying such algorithm, procedure or technique, 

developed or supplied by a party other than the Company (including any 

algorithms, procedures or techniques in the public domain), whether or not such 

algorithms, procedures or techniques are embodied in a computer program;
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(6) pricing or marketing strategies developed, investigated, acquired (from a third 

party or otherwise), evaluated, modified, tested or employed by the Company, or 

any information related to, or that might reasonably be expected to lead to, the 

development of such strategies;

(7) information about the Company's future plans, including, but not limited to, plans 

for expanding into new products, geographical areas, market segments, or 

services;

(8) any information that would typically be included in the Company's financial 

statements, including, but not limited to, the amount of the Company's assets, 

liabilities, net worth, revenues, expenses, or net income; 

(9) the following information which shall hereinafter be referred to as the “Disclosure 

Information”:

(a) any and all algorithms, procedures or techniques related to the 

Company's business activities or to your work with the Company, and the 

essential ideas and principles underlying such algorithms, procedures or 

techniques, conceived, originated, adapted, discovered, developed, 

acquired by the Company (from a third party or otherwise), evaluated, 

tested, or applied by you during the course of your employment with the 

Company, whether or not such algorithms, procedures or techniques are 

embodied in a computer program; 

(b) any and all pricing or marketing strategies, the essential ideas and 

principles on which such strategies are based, and any information that 

might reasonably be expected to lead to the development of such 

strategies, conceived, originated, adapted, discovered, developed, 

acquired by the Company (from a third party or otherwise), evaluated, 

tested, or applied by you during the course of your employment with the 

Company;

(c) information relating to any and all products and services, and the 

essential ideas and principles underlying any and all products and 

services, conceived, originated, adapted, discovered, developed, 

acquired by the Company (from a third party or otherwise), evaluated, 

tested, or applied by you during the course of your employment with the 
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Company, whether or not such products or services are marketed, sold, 

or provided by the Company; and

(d) any other ideas or information conceived, originated, adapted, 

discovered, developed, acquired by the Company (from a third party or 

otherwise), evaluated, tested, or applied by you during the course of your 

employment with the Company, if the idea or information could 

reasonably be expected to prove useful or valuable to the Company;

(10) any other information gained in the course of your employment with the 

Company that could reasonably be expected to prove deleterious to the Company 

if disclosed to third parties, including without limitation, any information that 

could reasonably be expected to aid a competitor or potential competitor of the 

Company in competing more effectively with the Company;

(11) any information received by the Company from third parties, whether or not 

under obligation of confidentiality;

(12) any information derived from any of the above, including any intellectual property 

rights attached thereto; and

(13) any copies of the above mentioned information.

9.2 Confidentiality Obligations:

(1) You acknowledge that you have acquired and/or will acquire Confidential 

Information during the course of, or incident to, your employment with the 

Company, and that the ability of the Company to continue in business could be 

seriously jeopardized if such Confidential Information were to be used by you or 

by other persons or firms to compete with the Company. Accordingly, you agree 

that you shall not, directly or indirectly, at any time, during the term of your 

employment with the Company or at any time thereafter, and without regard to 

when or for what reason, if any, such employment shall terminate, use or cause 

to be used any Confidential Information in connection with any activity or 

business except the business of the Company, and shall not disclose or cause to 

be disclosed any Confidential Information to any individual, partnership, 

corporation, or other entity unless such disclosure has been specifically 

authorized in writing by the Company, or except as may be required by any 
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applicable law or by order of a court of competent jurisdiction, or any regulatory 

or governmental body. Further, you agree that you will give the Company prompt 

notice of any such order/direction of a court/ regulatory or governmental body 

so that the Company may seek relief by way of a protective order or other 

appropriate remedy, and further will provide any assistance which the Company 

may reasonably require in order to secure such order or such remedy (with your 

expenses reasonably incurred in providing such assistance to be reimbursed by 

the Company). In the event such protective order or other remedy is not 

obtained, you shall furnish only that portion of the Confidential Information which 

is legally required by the governmental entity or regulatory authority; and will use 

reasonable efforts to obtain confidential treatment for any Confidential 

Information so disclosed.

(2) During the course of your employment with the Company and at the date of 

termination thereof (hereinafter the “Date of Termination”), you shall promptly 

disclose and deliver over to the Company, without additional compensation, in 

writing, or in such form and manner as the Company may reasonably require, the 

Disclosure Information defined in Section 9.1(9) hereinabove, to the extent that 

such disclosure could reasonably be expected to be of interest to the Company. 

(3) Nothing in this Offer cum Appointment Letter shall be deemed to dilute or waive 

any rights related to the protection of trade secrets that the Company may have 

under common law or any applicable statutes.

10. Intellectual Property Rights

10.1 All patents, copyrights, trade secrets, trade/commercial names, proprietary rights, logos, 

slogans and all other intellectual property rights developed by or for the Company by any 

person, including but not limited to intellectual property rights relating to any and/or all of 

the Confidential Information, (“Intellectual Property Rights”) shall be owned by the 

Company.  For good and valuable consideration the receipt and sufficiency of which is 

hereby acknowledged, you hereby agree to irrevocably, perpetually and unconditionally sell, 

assign, transfer and convey to the Company and its successors your entire right, title and 

interest in the Confidential Information and/or Intellectual Property Rights and any 

improvements thereto throughout the world, including, without limitation:

(1) all patents, copyrights, trade secrets, trade/commercial names, logos, other 

proprietary rights and all other intellectual property rights in the Confidential 
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Information  and all rights to secure registrations, renewals and extensions of the 

same;

(2) all rights to make, have made, use, practice, import, export and otherwise fully 

exploit the Confidential Information  and any and all improvements that the 

Employee or Company may hereafter make or develop;

(3) all rights to file and prosecute applications for patent, copyright and all other 

intellectual property protection covering the Confidential Information and 

improvements thereon, and the processes and designs embodied therein, in 

India, the United States and in every other country and jurisdiction throughout 

the world;

(4) all rights under any patent, copyright and all other intellectual property which 

may be issued on the Confidential Information or the improvements thereon, and 

any processes and designs therein, and all rights to enjoy the same; and

(5) all documents, notes, notebooks, drawings, schematics, prototypes, magnetically 

encoded media, electronically stored information, or other materials related to 

the Confidential Information.

10.2 During the period of your employment with the Company and as may be reasonably 

necessary subsequent to your employment, you agree to cooperate with the Company as 

may be necessary to obtain patent, copyright and all other intellectual property protection 

for the Intellectual Property Rights and improvements thereto throughout the world and 

agree to do such further acts and execute and deliver to the Company such instruments as 

may be required to perfect, register or enforce the Company's ownership of the rights 

assigned, transferred or conveyed.  If such cooperation is required after the Date of 

Termination, the Company shall compensate you at a reasonable rate for the time and 

related expenses actually spent by you at the Company’s request.  If you fail or refuse to 

execute any such instruments, you hereby appoint the Company as your attorney-in-fact to 

act on your behalf and to execute such instruments.  This appointment shall be irrevocable 

and deemed to be a power coupled with an interest. 

10.3 For the purposes of the assignment, transfer or conveyance referred to hereinabove, you 

acknowledge and covenant that your employment with the Company and the benefits 

received thereunder shall be treated as good and valuable consideration and that you are 

not entitled to any further consideration in any form or manner whatsoever in relation 

thereto.
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10.4 Notwithstanding any other provision hereof to the contrary, this Offer cum Appointment 

Letter does not obligate you to assign or offer to assign to the Company any of your rights 

in an invention for which no equipment, supplies, facilities, Intellectual Property Rights, 

Confidential Information or trade secret information of the Company was used and which 

was developed entirely on your own time, unless (a) the invention relates (i) directly to the 

business of the Company, or (ii) to the Company's actual or demonstrably anticipated 

research or development, or (b) the invention results from or is related to, any work 

performed by you for the Company. 

10.5 No Grant of Rights.

You agree that all rights, title and interest in the Intellectual Property Rights and 

Confidential Information shall be owned exclusively by the Company. Nothing herein 

contained shall be construed as a grant by implication, estoppel or otherwise, of a license 

of any kind by either you to the Company, or by the Company to you, for example, to make, 

have made, use or sell any product using the Intellectual Property Rights, Confidential 

Information, or as a license under any patent, patent application, utility model, copyright, 

mask work right, or any other intellectual property right. 

11. Non-Solicitation

11.1 During your employment with the Company and for a period of 12 months from the date of 

termination thereof, you shall not solicit or cause or authorize, directly or indirectly, to be 

solicited for any competitive business, for or on behalf of any person or customer, or 

otherwise take any action that might divert the business or patronage of any customer from 

the Company, or otherwise damage or alienate the relationship between the Company and 

any customer, vendor or supplier; and

11.2 During your employment with the Company and for a period of 12 months thereafter, you 

shall not solicit or attempt to influence any person employed or engaged by the Company 

(whether as an employee, consultant, advisor or in any other manner) to terminate or 

otherwise cease such employment or engagement with the Company or become the 

employee of, or directly or indirectly offer services in any form or manner to, yourself or any 

person or entity which is a competitor of the Company.

12. Employee Data Protection
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12.1 You authorise Amazon India to collect, process and transfer all personal employee-related 

information obtained by Amazon India for the purpose of proactively managing the 

employment relationship.

12.2 You further authorise the transfer to, and storage of, your personal information in the 

worldwide employee database currently located in Seattle, Washington, U.S.A. (or such 

other location as Amazon India determines from time to time). Human Resources and 

selected management throughout the Amazon group worldwide will be authorised to access 

this database.

13. Exclusivity of Services

During your employment, you will be required to devote your full time, attention and abilities to 

your job duties during working hours, and to act in the best interests of Amazon India at all times.  

You shall not, without the written consent of Amazon India, be in any way directly or indirectly 

engaged or concerned in any other business or undertaking .

14. Termination of Employment

14.1 Your employment may be terminated by either party by giving one month’s written notice 

(exclusive of any leaves availed during the said period) or payment of one month salary in 

lieu of such notice period to the other party. Amazon India holds the right to accept or deny 

payment in lieu of the said one month notice.

14.2 Amazon India reserves the right to terminate your employment forthwith “for cause” 

without advance notice and without payment of severance, in the event you:

(i) have been found guilty of any misconduct or indiscipline after due enquiry by 

Amazon India;

(ii) have violated or are in breach of any of the terms of this Offer cum Appointment 

Letter or Amazon India’s Policies and Procedures;

(iii)  have been grossly negligent, or have neglected your duties, or have 

underperformed your duties, or have performed your duties in a manner 

unacceptable to Amazon India;

(iv)  have suppressed any information or submitted false information with the view 

to obtain employment in Amazon India; 

(v) are convicted for any offence under any law for the time being in force in any 

jurisdiction; 

(vi)  commit any act detrimental to the interest of Amazon India;
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(vii) abstain from work for seven consecutive days without informing Amazon India;  

14.3 On the termination of your employment for any reason whatsoever, you will return to 

Amazon India, without delay, all assets belonging to Amazon India, correspondence, records, 

specifications, models, notes, formulations, lists, papers, reports and other documents and 

all copies thereof and other property belonging to Amazon India or relating to its business 

affairs or dealing, including any Confidential Information and Intellectual Property Rights, 

which are in your possession or under your control. At Amazon India’s option, you agree to 

provide a written certification of your compliance with this Section. Further, you agree to 

sign a termination certificate in accordance with Amazon India’s Policies and Procedures, 

which will reaffirm your compliance of your post-termination obligations, including return 

of Amazon India’s property/properties and releasing Amazon India from all claims, liabilities 

and obligations.  Where Amazon has made any excess payment to you as part of your 

relieving formalities, whether or not such excess payment is termed “Full and Final 

Settlement”, you shall be obligated and liable to repay such excess amount forthwith upon 

being notified by Amazon.

15. Gratuity

Gratuity will be paid as and when required by the Payment of Gratuity Act, 1972 and as further 

described in Amazon India’s Policies and Procedures.

16. Employee Benefits

You will be eligible to receive employee benefits as may be provided by Amazon India in Amazon 

India’s Policies and Procedures.

17. New Hire Background Investigation

17.1 It is Amazon India’s policy to investigate all its new hires. Your employment is conditional 

upon the information contained in your application form and/or curriculum vitae being true 

and accurate, including (but not limited to) your educational and professional qualifications, 

the documents furnished by you being genuine, and upon reference checks to be conducted 

by Amazon India being successfully completed.

17.2 You authorise Amazon India to conduct such searches with government or enforcement 

authorities as are necessary to enable it to verify that you do not hold any criminal 

convictions.
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17.3 In case you are hired from campus and results for your examination are still awaited, your 

continued employment with Amazon India will be subject to passing the said examination 

and completing the course, failing which Amazon reserves the right to take action including 

termination of your employment without notice.

18. Foreign Nationals

18.1 In case you are not an Indian national and, under any law, are required to obtain applicable 

visa / work permit / authorisation or permission from appropriate government authorities 

to work in India, you are required to ensure all such permissions are obtained before 

commencement of employment with Amazon India.

18.2 You are also required to ensure all future correspondence and permissions for continued 

stay and employment in the country as per the governing law are complied with at all times. 

If required, Amazon shall be at liberty to demand copies / originals of such permission. 

18.3 It is made clear that possessing valid work permit / authorisation at all times of your 

employment is an inherent requirement of your employment with Amazon India. Any time 

after the execution of this Offer cum Appointment Letter, if it is found that you do not have 

required work permit / visa, Amazon India shall terminate your employment, without notice, 

with immediate effect, without any liability towards you.

19. Representations and Warranties

You hereby represent and warrant to the Company that:

19.1 the information furnished by you for the purpose of your employment with the Company is 

true and correct to the best of your information, knowledge and belief;

19.2 you shall not, during the course of your employment with the Company, use or disclose any 

document/s that in any way constitutes confidential, proprietary for trade secret 

information of a third party (including a former employer), except pursuant to written 

authorization by such third party to do so;

 

19.3 you are not in unauthorized possession or control of any document/s that in any way 

constitutes confidential, proprietary of trade secret information of a third party (including a 

former employer);
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19.4 during the course of your employment with the Company, you will not violate any non-

solicitation or similar agreements or obligations that you have with any third party; and

19.5 there are no other agreements executed by you with third parties that conflict with the 

terms and conditions of your employment with Amazon India or that restrict your ability to 

execute this Offer cum Appointment Letter;

19.6 You recognize that the restrictions set forth in this Offer cum Appointment Letter may limit 

your future flexibility in many ways. You expressly acknowledge that (i) the limitations 

specified herein are fair and reasonable in view of the nature of the business in which the 

Company is engaged, your position with the Company, and your access to Confidential 

Information / Intellectual Property Rights, (ii) you are voluntarily entering into this Offer cum 

Appointment Letter, and (iii) in spite of the restraints imposed herein, you will be able to 

engage in other lawful professions, trades or businesses after termination of your 

employment with the Company. You recognize that your compensation is adequate 

consideration and acknowledge that you will not be subject to undue hardship or 

inconvenience by reason of your agreeing to the provisions contained herein.

20. Other Particulars

20.1 You confirm that there are no other agreements executed by you with third parties that 

conflict with the terms and conditions of your employment with Amazon India or that restrict 

your ability to execute this Offer cum Appointment Letter 

20.2 You hereby represent and warrant that the information furnished by you for the purpose of 

your employment with the Company is true and correct to the best of your information, 

knowledge and belief. 

21. Notices

All notices issued by you to the Company or by the Company to you shall be sent either by 

registered post, courier through a recognised courier service provider or by email transmission 

which shall be deemed to have been received the next working day provided the notice is also 

sent by registered post the next working day after email transmission.

22. Waiver

Failure of the Company to insist upon strict adherence of any term of this Offer cum Appointment 

Letter on any occasion/s shall not be considered a waiver thereof or deprive the Company of the 
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right thereafter to insist upon strict adherence to that term or any other term of this Offer cum 

Appointment Letter. 

23. Severability

The holding of any provision of this Offer cum Appointment Letter to be illegal, invalid, or 

unenforceable by a court of competent jurisdiction shall not affect any other provision hereof, 

which shall remain in full force and effect. 

24. Assignment

Except as otherwise provided in this Section, this Offer cum Appointment Letter shall inure to the 

benefit of, and be binding upon you and your heirs, representatives, successors and assigns.  

Neither this Offer cum Appointment Letter nor any right or interest hereunder shall be assignable 

by you or your legal heirs, beneficiaries or legal representatives without the Company's prior 

written consent.  This Offer cum Appointment Letter shall be assignable by the Company to a 

subsidiary or affiliate of the Company; or to any corporation, partnership, or other entity that may 

be organized by the Company, as a separate business unit in connection with the business 

activities of the Company; or to any corporation, partnership, or other entity resulting from the 

reorganization, merger or consolidation of the Company with any other corporation, partnership 

or other entity, or any corporation, partnership, or other entity to or with which all or any portion 

of the Company's business or assets may be sold, exchanged or transferred.

25. Employer – Employee Relationship

The relationship between the Company and you hereunder shall be solely that of an employer 

and employee and and no modification of responsibility or compensation made hereinafter shall 

be construed so as to constitute the relationship of partners or joint ventures or so as to as to 

construe you as an independent contractor of the Company.

26. Liability for Breach 

You acknowledge and accept that your breach of any of the terms contained in this Offer cum 

Appointment Letter or in Amazon India’s Policies and Procedures,  may cause the Company 

irreparable harm for which there is no adequate remedy at law, and therefore, the Company shall 

be entitled to the issuance by a court of competent jurisdiction of an order of injunction, 

restraining order, or other equitable relief in favor of itself, without the necessity of posting a 

bond, restraining you from committing or continuing to commit any such violation.  Exercise or 

waiver by the Company of its rights to obtain an injunction, restraining order, or other equitable 
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relief hereunder shall not be deemed a waiver of any right to assert any other remedy the 

Company may have at law or in equity.  In any legal action or other proceeding by the Company 

against you in connection with this Offer cum Appointment Letter (e.g., for recovery of damages 

or other relief), the Company will be entitled to recover its reasonable attorneys' fees and other 

costs incurred.

27. Authorization to Notify New Employer

You hereby grant consent to the Company to notify any of your new employer/s about your rights 

and obligations under this Offer cum Appointment Letter.

28. Governing Law and Jurisdiction

Your employment, and any disputes which may arise under, out of, or in connection with your 

employment, shall be governed by and construed in accordance with the laws of India; and the 

Courts having territorial jurisdiction over the registered office of the Company shall alone have 

exclusive jurisdiction to try and entertain such disputes to the exclusion of any other Courts 

situated elsewhere.

29. Agreement/Modifications

The terms described in this Offer cum Appointment Letter and Amazon India’s Policies and 

Procedures will cumulatively constitute the terms of your employment, and shall supersede any 

previous discussions, offers or agreements relating to your employment, or to the subject matter 

hereof. Any additions to, deletions of, or modifications of these terms are valid and effective only 

if the same are carried out in writing and signed by you and an officer of Amazon India.

30. Headings

The Section headings appearing in this Offer cum Appointment Letter are used for convenience 

of reference only and shall not be considered a part of this Offer cum Appointment Letter or in 

any way modify, amend or affect the meaning of any of its provisions.

31. Survival

Your obligations under Sections 9, 10, 12, 14, 22, 23, 24, 26, 27, 28 and this Section 31 hereof shall 

survive the termination of this Offer Cum Appointment Letter and of your employment with the 

Company.
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You undertake to be bound by any rules and regulations enforced by Amazon India from time to time in 

relation to the conduct, discipline, medical leave and holidays or on any matters relating to service 

conditions which will be deemed as rules, regulations and order as a part of these terms of employment. 

For and on behalf of Amazon Development Centre (India) Private Limited

AUTHORIZATION

By

ACCEPTANCE

I acknowledge receipt of this Offer cum Appointment Letter and, after reading and understanding the 

same, I accept Amazon India’s offer of employment on the terms set out in this Offer cum Appointment 

Letter.

Signed by:SALINI P
Date: 2019.07.16 16:25:31 +05:30
Location: India
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YASHASWI

NEEM Trainee Reg.No: 40792 Date: 16-04-

2018

NEEM TRAINEE CONTRACT LETTER

To,

MrRonyson V

Thudiyan House, Azhakam, Emmanuel, Orphanage, Mookkannur, Ernakulam,
Kerala 683577

Azhakam, Orphanage

Dear Mr Ronyson,

With reference to your application with us for NEEM Trainee, we are pleased to engage you as NEEM Trainee in "
Bosch Limited, Kerala " , subject to the following terms and conditions:

.I

1. The maximum period of on the job training shall be for 24 Months from 16-04-2018 till 15-04-2020 .

2. You will be paid consolidated monthly stipend of Rs. 18000/-

3. It shall not be obligatory on the part of Yashaswi as a NEEM agent to offer any employment to the NEEM

Trainees on successful completion of period of training in the establishment nor shall it be obligatory on part of

NEEM Trainee to accept any employment under the employer. As NEEM Trainee undergoing training in an

establishment you shall be a trainee and not worker as such the provision of any law with respect to a labourer or

worker shall not apply to or in relation to you.

4. As NEEM Trainee you shall be liable to abide by the rules and regulations of NEEM in all matter of conduct,

discipline and safety and carry out all lawful orders of the establishment.

5. As NEEM Trainee you shall learn your subject field conscientiously and diligently and attend to practical and

instructional classes regularly.

6. As NEEM Trainee you shall maintain a record of your work during the period of the NEEM training.

7. When the contract of Training is terminated for failure on your part to carry out the terms of contract, you shall

refund to the Yashaswi as a NEEM agent as cost of training such amount as may be determined by the Yashaswi as

a NEEM agent. In such event, you shall not be entitled to enter into another contract of training under the National

Employability Enhancement Mission (NEEM).

YASHASWI ACADEMY FOR SKILLS

YASHASWIHOUSE, LANE No. 15, PRABHAT ROAD, PUNE - 411 004, MAHARASHTRA,INDIA

T: +91 2067492727 IE: INFORMATION@YASHASWI.EDU.INI W: WWW.YASHASWISKILLS.EDU.IN

CIN: U80903PN2014NPL 151080



YASHASWI

8. The contract of Training can be terminated without compensation payment to the NEEM Trainee:

i. If you secure gainful employment (on production of copy of the appointment letter) and

ii. If you are unable to continue training on medical grounds (On production of a certificate to this effect from

a medical officer not below the rank of a Civil Surgeon/surgeon attached to any government hospital)

9. Continuance of payment of stipend shall depend on your satisfactory performance during training period.

10. NEEM Trainee shall be,imparted training according to normal hours of work of department in the establishment to

which he/she is attached for training.

11. The stipend for a particular month shall be paid before the 10th of the following month.

12. Any disagreement or dispute between Yashaswi as a NEEM agent and NEEM Trainee arising out of the contract

shall be referred to the governing body of NEEM agent.

13. Either party can terminate the contract by notifying in writing to the other party by giving a notice of thirty days

in advance.

ENDORSEMENT

I hereby confirm acceptance of the above NEEM contract letter on the terms and condition stipulated therein. I understand

and agree that my signing this contract does not constitute employment by Yashaswi as a NEE~ agent or any guarantee of

employment.

Accepted & Agreed

(Signature of Trainee)

Date: 16-04-2018
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Hobert Bosch Engineering

and Brsiness Solutions

Frivate Limited,

123 lndustriaf Layout.

Hosur Fload, Xoramangala,

Elangalore - 560 095, india.

Tel: *9L 08O 6657 5757

Far: +91 080 6657 1404

Ctltl; U734O0KAl.S97P?C013164

www. bosch"ind ia'sof tware,co m

. Pefpolsl jed Copfidantial *

Mr.Ananthu J V

SCMS Schoolof fngineering & Technology

Our reference: RBE|/HRU201S&849 Date:09.02.2019

Dear Ananthu J V,

This has reference to your application and the subsequent intervie{s you had with us. We are pleased to
appoini you as'Associate $oftware Engineer'at RBEI at"Levet5*" as detailed below.

1. Training Period

You will be on training for a period of 2 months from the date of your joining the organization. The company
rnay periodically evaluate your performance during the training period. lf you fail to qualify as per the
minimum prescribed performance standards, the company raserves the rightto decide on the continuance
of your emptoyment.

2. Compensation

' Your annual CTC (Cost to Company) will be Bs. 5,50,000/- (Rupees Five Lakhs and fifg thousand
only) per annurn. Your CTC will comprise of Basic Salary, Suffet of Benefits (BcB), Viriable pay
(CprP) and Retirals benefits. The salary will be governed by the preva*ling employment policies of
the comp*ny as in fcrce lrorn time to time"

' The Variable Pay (CPrP' Company Performance related Pay) planned fortheyear ?019 (payable
in April-?020)- at factor EAV 1.0 of company performance is 10% of the Annual Earned Salary
(Basic Salary + Buffet of Senefits) for associates at your level. ttowever, the actual arnount will
depend upon the company goal achievements. This amount is paid as per section 31-A of the
Bonus Act in lieu of profit sharing bonus.

. Please refer to Annexure I to know more details about your compensation package

Your remuneration is sttictly confidential between you and the Company. You are abliged to maintain
*bsolute secrecy of the terms and conditions; failure to do so will invite clisciplinary action and may even
result in termination of your services.

3. Retiral Benefits

3.1 Company's contributhn towards Provident Fund at LZa/o atthe basic salary per month
3.2 You will be eligible for Gratuity as per the Gratuity Act 197? and the rules made there under.
3'3 You will also be eligible to subscribe under National Perrsion System (Optional) a$ per the policy.

I -.')fr.rt "41i4--
Vt./

BOSIH. are trademarks af Fobart Bosch GmbH, Germany
6hry
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It. Extended Ssnefits
During your employment tenure with us, you will be covered under company provided insurance:
4.1 Flospitalization lnsurance 'for self and family (for spouse and children up to the age 28 years).
4.2 Personal Accident Insurance - far self only
4,3 Life lnsurance - for self only
The aforementioned perquisites are subject to alteration and amendment.

5. Salary Revision and Benefits
$alary shall be revieured on an annual basis and you shall be notified of the amount of your salary
entitlement for the tucceeding year,depending on peformance during the year.

s. Eligibifig

This offer of employment is valid subject to you scoring a minimum *f TAVo aggregate with nc current
backlogs in Degree and 70% score consistently frorn ssLC onwards.

7. Retirsm*nt

You will retire from the servicss of the company on attaining the age of superannuati*n. The retirement
age in Eosch is S0 years.

8. Leave Benefits

You will be entitled to 18 days of Earned Leave, 12 days of General Leave, suhiect to the terms and
condition as per the prevailing leave policy.

9. lntegrity

Each employee at Eosch is committed to ensure integrity in all aspects of their functioning. you are
expected to comply with the policies as listed in the code of Business Conduct of the company as they form
an integral part of the terms of your ernployment with Bosch. You are requir*d to read and agree to the
Rules & Regulations of service and conduct as listed in the AnnexurE lll-

10. Conditions of llire

10.1 The assignment offered to you is on a whole time basis. You will nCIt carry on or be concerned with
any business of your own or on behalf of anyone else directly or indirectly, nor shall you take up other
business or be associated with any other business with or without remuneration during the course of
employment with the company. Further, if you have any trade or business interest and have any existing
connection or future connection with the Company as suppliers, dealers, agents or contractors thereof, you
are obligated to disclose such connection to the Company at the time of joining, if there is a present
ccnnection and inform the management of the Company on becoming aware of any proposed transactions
through such relations in the future.

,.0.1 lf the Company sdies you on training in'cluding research and development activities, to another
country or a place in lndia with a view to benefit the Company in pursuance of its business objectives,
which will be at an additional cost to the Company, you agree not lo accept employment in a company in
competitian with fiBEl andl or undertake a business that is in competition with RBEI. ln the event you leave
the Company within One Year after such training period, the Company will be entitled to recoverthe costs
from you, incurred by the Company towards such training; you rnay be required to sign a bond to that effect.
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1$.3 You have ta submit a copy of your current Degree certificate / Provisional certificate and all semester
marks she*ts / consolidated mark sheet on your said date of joining.

11. Tr*rsfarability
lnitially you will be posted atour SangalorelCoimbatore location, however you may 5e transferred to provide
your services to any of our existing/ future establishments, sister concerns of Bosch or at our client location
situated within lndia or abroad depending upon the company's requirements on the same terms and
conditions of this letter: and any additional terms that may be applicabte to you as per Company policies. ln
ca$e you are deputed abroad, you will be required to ful{il the conditions regarding financial security and
minim*m service subsequent to such deputation as per the company's poticy.

12. lnformation

ln accordance with the provisions of the Companies Act 1956, you are required to disclose your relations
or business connections, il any, with the Directors of this Company, You are required to furnish these
details in your job application form and return to us. You are also required to disclose informaiion regarding
any posts held by you including any honorary position.

13. Termination

The notice period for termination of employment on either side will be Three months. When payment in lieu
of notice is off*red by the managemeilt or the employee, the notice pay shall mean only the basic salary
and does not include cash equivalent of any allowances, etc"

Paymentin lieu of notice shall be subjectto acceptance of the same by the Company considering unfinished
tasks, projects on hand, work in progress, etc. You shall not be deemed to have been relieved of your
services except upon issue of a letter to that effect.

14. Medical Fitness

This sffer is provisional, subject to you being declared rnedica*ly fit by our Medical Officer. On the day of
joining you are required to furnish an eye fitness certificate as rnentioned in the Annexura ll appended to
this letter.

15. Personal lnfsrmaticn

This ernploymsnt offer is made based on the infornation given by you in the HBEI application form
submitted to us. ln case company finds at any time, the information given by you is not correct, untrue sr
incomplete, the company shall have the right to dismiss you from your employment at any time without
notice or salary in lieu of notice period.

16. Background Check and teferencrs

Your appointment is contingent upon salisfactory report on the background check conducted by our
company's approved aggncy relating to your education and address.

$""-
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17. Acceptance *nd Ccmmencement

Your appointrnent will be confirmed upon receiving your acceptance to this offer letter. your functional area,
location and date of joining will be informed later.

To confirm your acceptance, you are requested to communicate the acceptance of this offer within 7 days
from the date of receiving this letter, to your placement officer.

We welcome you ti the organization and look forward for a long and mutually beneficial association.

Please note, you are not eligible for company sponsored accommodation, therefore, you are advised to
identifo yoursuitable accommodation facility in advance of your joining.

Please sign and return the copy of this letter as a token of your acceptance of above terms and conditions
at the time of your joining.

Robert Bqsch Engineering and Business solutions Frivate Limited

W
Maf!*anddan K E

Senior Manager

{l-luman Resources)

Date

4 ,a(^j* //-; )/"r Bha{€th Kfkaiah

Senior HR Officer

(Human Resources)

I agree and accept the above terms and conditions and confirm that I willjoin dug on

Name Signature
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Annexure I
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03.07.2019

Compensation and BenefiB plan

, Namel

Qualiflcation:

S*-slgnation:

r Leval:

Mr.Ananthu J V

. M,Tech

Associate $oftware Engineer

50

Cornponents

Rs. Rs.

Galh Cornponents

Basic $alary 15000: 1800S0

Buffet of Benefis (HtA, conveyance, Medical, LTA, sAF contribution , z*,a' 2g1ggz

Retira ls I Stat*to ry Contribution

Compaly Contribution towards Pf {12% of Basic Salary)

Gratuity (4.81010 of Basic $alary)**

1800

722

21600

8S58

r ?ot*l

, Variabl* Pay

r Company Performance related Pay - CPrP at factor EAV L.0 company ,

Total Cost to Company

47850

41840 .

.'.''.,'''':
5$000{t ;

t I*If f 1 If nslc1Sy-:tem {NPS} optionat - f mptoyer Contribution ! 1499/t r

;.-.._......,._....,.., . .. .

ir"/'

*ffi*,
Senior Manager

{Human ftesources)

n /''
.1* b--' Bharath Kakaiah

$enior HR Officer

{l,luman Resources}

* The aforernentioned perquisites are subject to alteration and amendment.
** Eligibilig for Gratuity is as per Payment of Gratuity Act 1972



5120t2019 SCMS Group of lnstitutions Mail - Fwd: Recruitment Drive Result

sset last name <sset@scmsgroup.org>

Fwd: Recruitment Drive Result

leorg9 Joseph <georgejoseph@scmsgroup.org>
To: sset last name <sset@scmsgioup,org, '

Fonrarded message
From: ARCHA B. R. <archa.br@byjus.com>
Date: Tue, Mar 12,201g atO:+O pM
Subject: Fwd: Recruitment Drive Result
To: G^eorge Joseph <georgejciseph@scmsgroup.org>
Cc: Gokul S <gokul"s@byjus.com> -

Greetings from Byju's.

Dear All,

Please find below the result for the campus drive held at Rajagiri College Kochi

A total of 02 students have been selected.

Wed, Mar 13,2019 at 9:44 AM

Al!haf

GokulAnil

Please note that an individual.joining link and intimation will be received by the candidates for therejoining location and training wiifr us.-

Kindly help us with the contact information listed as that witl be our mode of communication with them.

With Regards
Archa.B.R
Business Development Manager
Ph:No:7406048855

Ihink'p t-,..e. arnjy l I winner of CNBC-TV 18 Emerging tndia Award (Education)
winner of NDTV-Profit Business & service Exceilenc-e iwardl 

- r--------'-"'

Winner of Deloitte Technology Fast 50 Award 2A1Z,2O1g E2O\41

.*R# Sender notified by
hllailtrack

*#_# Sender notified by
Mailtrack

Ffe*se cmn*iden th*. *rwir*nsn*ntVs*f*r* printinE this i::*iI

The information contained in this e-mail is private & confidential and may also be legally privileged. lf you are not the intended recipient of this
nrail, please notify us, preferably by e-mail; and do not read, copy or disclose the contents of pris message to anyone. Whilst we have taken
reasonable precautions to ensure that any attachment to this e-mail has been swept for firuses, e-mail communications cannot be guaranteed
to be secure or enor free, as information can be corrupted, intercepted, lost or contain viruses. we do not accept liability for such matter or their
consequences

https://mail'google.com/mail/u lo?ik=c761dat4f0&view=pt&search=all&permmsgid=msg-f%3A1627862565 257467135&simpl=msg-fD/o3A 16278625. . .



 

 

 

 

 

 

Ref. No: CBS/IND/2019/118                                                                                                                   12/03/2019 

OFFER LETTER 

Dear Mr. Jose 

We are pleased to offer you employment in the position of Software Engineer (Trainee) with 

effect from 1st July 2019. 

This appointment is subject to the following terms and conditions: 

1. REMUNERATION 

Your stipend during the training period will be Rs 10,000/- per month. Salary after the confirmation 

as an employee will be minimum of Rs. 15,000/- or above based on your performance during the 

training period. Salary information will be strictly confidential. 

2. Training 

You will be assigned a training session for six months where you will be provided all sorts of training 

required for you as a software engineer in our company. Your employment will be finalized as per 

your performance during the training sessions and the evaluation thereafter. The training period 

may be extended or shortened as per the discretion of the Company by observing your level of 

performance during the training session.  

3. BOND  

You will be entering to a compulsory bond of two years once you joined the company as a Software 

Engineer (Trainee).  

4. DUTIES AND RESPONSIBILITIES 

You are required to perform the duties and responsibilities related to your position at any 

division, department or section in the Company or within the Group of Companies . 

5. WORKING HOURS 

Your regular office timing will be 9.00AM to 6.00 PM from Monday to Saturday (including lunch and 

Tea Time). Another time schedule also might be allocated as per the requirement of the company. 

6. RULES, REGULATIONS & CONFIDENTIALITY 

You shall at all times, devote your full attention and skill to the affairs of the Company and 

will endeavor to your utmost ability to promote and advance the interests of the Company.  

Accordingly, you undertake that: 

1. You will under no circumstances make available your services to any undertaking, or have 

any interest directly or indirectly in any other undertaking or activity which might interfere 

with the proper performance of your duties without first obtaining the written permission 

of the Company. 

2. You will not at any time during the continuance or after the termination of your services 

with the Company irrespective of any reason for such termination, make use or disclose to 



 

 

 

 

 

 

any party either for your own benefit or for the benefit of any party (indiv idual, firm, 

company, any trade or business), the affairs and confidential information of the Company or 

any of its related companies of which you have knowledge or become aware during the 

course of your service with the Company. 

3. You will obey and comply with all reasonable orders and instructions given to you by the 

Company or its authorized agents and observe all standing and other rules and/or 

regulations now in force or from time to time approved by the Company.  

4. Our goal is for employees to be comfortable in the workplace while proving a neat, clean 

and professional appearance. Management may establish additional guidelines for 

appropriate dress codes specific to the department.  

 

 

We look forward to welcoming you as part of the Coral Team! 

 

Thanking you. 

Sincerely yours,  

 
Princy Shibu 

HR Manager 

Coral Business Solutions 

Tel: 0484 2629010, +91 9061719933   Email: hr@coralme.com 

 

I have read and understood the terms and conditions stated in the offer letter and hereby 

confirm my acceptance of the offer. 

 

 

 

 

(Signature)      Date: ………………………………. 



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

05-Jul-2019
                               
Dear Ajmala Nazreen K S,
M.Tech./M.E., Computer Science and Information Security
SCMS School of Engineering and Technology
 
Candidate ID – 12726252
 
 
In continuation to our discussions, we are pleased to offer you the role of Programmer Analyst Trainee in Cognizant Technology Solutions India Private
Limited ("Cognizant").
 
During your probation period of 12 months, which includes your training program, you are entitled to an Annual Total Remuneration (ATR) of Rs.338,005/-. This
includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.21,005/- towards benefits such as Medical, Accident, Life Insurance
and Gratuity. The break up is presented in Annexure A.
 
On successful completion of the probation period, clearing the required training assessments and subject to you being part of a delivery project, your annual Total
Remuneration (ATR) would stand revised to Rs.383,755/-. This includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.
21,755/- towards benefits such as Medical, Accident, Life Insurance and Gratuity.
 
Your appointment will be governed by the terms and conditions of employment presented in Annexure B. You will also be governed by the other rules, regulations and
practices in vogue and those that may change from time to time. Your compensation is highly confidential and if the need arises, you may discuss it only with your
Manager.
 
Cognizant is keen that there is a secure environment for clients and internally too. You are required to be registered with the National Skills Registry (NSR) and provide
the ITPIN while joining the organization. Please refer Annexure B for more details.
 
Please note
•This appointment is subject to satisfactory professional reference checks and you securing a minimum of 60% aggregate (all subjects taken into consideration) with no
standing arrears in your Graduation/Post-Graduation.
•Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your right to work in India and other such documents as Cognizant may
request.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into https://campus2cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.,

Suresh Bethavandu
Global Head-Talent Acquisition
I have read the offer, understood and accept the above mentioned terms and conditions.
 
 
Signature :                                                                                            Date:

https://campus2cognizant.cognizant.com/


Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

                                                                                    
  
  
Annexure A

Name: Ajmala Nazreen K S Designation: Programmer Analyst Trainee

Sl. No. Description Monthly Yearly

1 Basic 8675 104,100

2 HRA @60% of basic* 5205 62,460

3 Conveyance Allowance* 800 9,600

4 Medical Allowance* 1250 15,000

5 Company's contribution of PF # 1041 12,492

6 Advance Statutory Bonus*** 2000 24,000

7 Special Allowance* 5779 69,348

Annual Gross Compensation 297,000

Incentive Indication (per annum)** 20,000

Annual Total Compensation 317,000

Company's contribution towards benefits (Medical, Accident and Life Insurance) 16,000

Gratuity 5,005

Annual Total Remuneration 338,005

As an associate you are also entitled to the following additional benefits:
• Floating Medical Insurance Coverage
• Round the Clock Group personal accident Insurance coverage
• Group Term Life Insurance Coverage
• Employees' compensation insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per Payment of Gratuity Act
• Women associates joining Cognizant will be entitled to Maternity leave as per the Maternity Benefit (Amendment) Act, 2017
 
# PF is contributed at 12% of your basic. If you are an International worker, it is contributed at 12% of your monthly gross compensation excluding HRA.
 
* Flexible Benefit Plan: Your Compensation has been structured to ensure that you are adequately empowered to apportion components of your salary in a manner
that suits you the best. This plan will enable you to
 
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
** Incentive Indication: Incentive amount may be higher, lower or nil as per the terms described herein.  The incentive program is discretionary, subject to change,
and based on individual and company performance.  It is pro-rated to the duration spent with Cognizant India for a calendar year and will be paid to you only if you are
active on Cognizant's payroll on the day the incentive is paid.
 
*** Language Premium: This allowance is applicable only for Japanese, German & French language. It will be paid along with the Apr, July, Oct and Jan payroll for
the previous quarter and will be subject to tax deductions as applicable in India. The amount will be pro-rated to the duration spent with Cognizant India and will be
paid out on the condition that you continue to use the foreign language skill as required by your role/project/account.
**** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.
 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will result in a change in the Net take home salary and the Annual
Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring process. We hope you will join us, but appreciate your right to



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

pursue another path. Your formal commitment to joining us forms the basis of further planning and client communication at Cognizant. If you renege on the commitment
and decide not to join us after signing the offer letter, Cognizant reserves the right to not consider you for future career opportunities in the company. We look forward to
welcoming you to Cognizant.
Login to https:\\onecognizant.cognizant.com->Total Rewards App for more details



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

08-Jul-2019
                               
Dear Aswathy A,
B.Tech/B.E., Computer Science & Engineering
SCMS School of Engineering and Technology
 
Candidate ID – 13477429
 
 
In continuation to our discussions, we are pleased to offer you the role of Programmer Analyst Trainee in Cognizant Technology Solutions India Private
Limited ("Cognizant").
 
During your probation period of 12 months, which includes your training program, you are entitled to an Annual Total Remuneration (ATR) of Rs.338,005/-. This
includes an annual incentive indication of Rs.20,000/-,  as well as Cognizant's contribution of Rs.21,005/- towards benefits such as Medical, Accident, Life
Insurance and Gratuity. The break up is presented in Annexure A.
 
On successful completion of the probation period, clearing the required training assessments and subject to you being part of a delivery project, your annual Total
Remuneration (ATR) would stand revised to Rs.383,755/-. This includes an annual incentive indication of Rs.20,000/-, as well as Cognizant's contribution of Rs.
21,755/- towards benefits such as Medical, Accident, Life Insurance and Gratuity.
 
Your appointment will be governed by the terms and conditions of employment presented in Annexure B. You will also be governed by the other rules, regulations and
practices in vogue and those that may change from time to time. Your compensation is highly confidential and if the need arises, you may discuss it only with your
Manager.
 
Cognizant is keen that there is a secure environment for clients and internally too. You are required to be registered with the National Skills Registry (NSR) and provide
the ITPIN while joining the organization. Please refer Annexure B for more details.
 
Please note
•This appointment is subject to satisfactory professional reference checks and you securing a minimum of 60% aggregate (all subjects taken into consideration) with no
standing arrears in your Graduation/Post-Graduation.
•Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your right to work in India and other such documents as Cognizant may
request.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into https://campus2cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.,

Suresh Bethavandu
Global Head-Talent Acquisition
I have read the offer, understood and accept the above mentioned terms and conditions.
 
 
Signature :                                                                                            Date:

https://campus2cognizant.cognizant.com/


Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

                                                                                    
  
  
Annexure A

Name: Aswathy A Designation: Programmer Analyst Trainee

Sl. No. Description Monthly Yearly

1 Basic 8675 104,100

2 HRA @60% of basic* 5205 62,460

3 Conveyance Allowance* 800 9,600

4 Medical Allowance* 1250 15,000

5 Company's contribution of PF # 1041 12,492

6 Advance Statutory Bonus*** 2000 24,000

7 Special Allowance* 5779 69,348

Annual Gross Compensation 297,000

Incentive Indication (per annum)** 20,000

Annual Total Compensation 317,000

Company's contribution towards benefits (Medical, Accident and Life Insurance) 16,000

Gratuity 5,005

Annual Total Remuneration 338,005

As an associate you are also entitled to the following additional benefits:
• Floating Medical Insurance Coverage
• Round the Clock Group personal accident Insurance coverage
• Group Term Life Insurance Coverage
• Employees' compensation insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per Payment of Gratuity Act
• Women associates joining Cognizant will be entitled to Maternity leave as per the Maternity Benefit (Amendment) Act, 2017
 
# PF is contributed at 12% of your basic. If you are an International worker, it is contributed at 12% of your monthly gross compensation excluding HRA.
* Flexible Benefit Plan: Your Compensation has been structured to ensure that you are adequately empowered to apportion components of your salary in a manner
that suits you the best. This plan will enable you to  
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
** Incentive Indication: Incentive amount may be higher, lower or nil as per the terms described herein.  The incentive program is discretionary, subject to change,
and based on individual and company performance.  It is pro-rated to the duration spent with Cognizant India for a calendar year and will be paid to you only if you are
active on Cognizant's payroll on the day the incentive is paid.
*** Language Premium: This allowance is applicable only for Japanese, German & French language. It will be paid along with the Apr, July, Oct and Jan payroll for
the previous quarter and will be subject to tax deductions as applicable in India. The amount will be pro-rated to the duration spent with Cognizant India and will be
paid out on the condition that you continue to use the foreign language skill as required by your role/project/account.
**** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.
 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will result in a change in the Net take home salary and the Annual
Gross Compensation will remain the same. Cognizant has made this offer in good faith after expending significant time and resources in the hiring process. We hope you
will join us, but appreciate your right to pursue another path. Your formal commitment to joining us forms the basis of further planning and client communication at
Cognizant. If you renege on the commitment and decide not to join us after signing the offer letter, Cognizant reserves the right to not consider you for future career
opportunities in the company. We look forward to welcoming you to Cognizant.
Login to https:\\onecognizant.cognizant.com->Total Rewards App for more details



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

05-Jul-2019
                               
Dear Ranjini P Nair,
B.Tech/B.E., Computer Science & Engineering
SCMS SCHOOL OF ENGINEERING & TECHNOLOGY
 
Candidate ID – 13119081
 
 
In continuation to our discussions, we are pleased to offer you the role of Programmer Analyst Trainee in Cognizant Technology Solutions India Private
Limited ("Cognizant").
 
During your probation period of 12 months, which includes your training program, you are entitled to an Annual Total Remuneration (ATR) of Rs.338,005/-. This
includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.21,005/- towards benefits such as Medical, Accident, Life Insurance
and Gratuity. The break up is presented in Annexure A.
 
On successful completion of the probation period, clearing the required training assessments and subject to you being part of a delivery project, your annual Total
Remuneration (ATR) would stand revised to Rs.383,755/-. This includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.
21,755/- towards benefits such as Medical, Accident, Life Insurance and Gratuity.
 
Your appointment will be governed by the terms and conditions of employment presented in Annexure B. You will also be governed by the other rules, regulations and
practices in vogue and those that may change from time to time. Your compensation is highly confidential and if the need arises, you may discuss it only with your
Manager.
 
Cognizant is keen that there is a secure environment for clients and internally too. You are required to be registered with the National Skills Registry (NSR) and provide
the ITPIN while joining the organization. Please refer Annexure B for more details.
 
Please note
•This appointment is subject to satisfactory professional reference checks and you securing a minimum of 60% aggregate (all subjects taken into consideration) with no
standing arrears in your Graduation/Post-Graduation.
•Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your right to work in India and other such documents as Cognizant may
request.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into https://campus2cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.,

Suresh Bethavandu
Global Head-Talent Acquisition
I have read the offer, understood and accept the above mentioned terms and conditions.
 
 
Signature :                                                                                            Date:

https://campus2cognizant.cognizant.com/


Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

                                                                                    
  
  
Annexure A

Name: Ranjini P Nair Designation: Programmer Analyst Trainee

Sl. No. Description Monthly Yearly

1 Basic 8675 104,100

2 HRA @60% of basic* 5205 62,460

3 Conveyance Allowance* 800 9,600

4 Medical Allowance* 1250 15,000

5 Company's contribution of PF # 1041 12,492

6 Advance Statutory Bonus*** 2000 24,000

7 Special Allowance* 5779 69,348

Annual Gross Compensation 297,000

Incentive Indication (per annum)** 20,000

Annual Total Compensation 317,000

Company's contribution towards benefits (Medical, Accident and Life Insurance) 16,000

Gratuity 5,005

Annual Total Remuneration 338,005

As an associate you are also entitled to the following additional benefits:
• Floating Medical Insurance Coverage
• Round the Clock Group personal accident Insurance coverage
• Group Term Life Insurance Coverage
• Employees' compensation insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per Payment of Gratuity Act
• Women associates joining Cognizant will be entitled to Maternity leave as per the Maternity Benefit (Amendment) Act, 2017
 
# PF is contributed at 12% of your basic. If you are an International worker, it is contributed at 12% of your monthly gross compensation excluding HRA.
 
* Flexible Benefit Plan: Your Compensation has been structured to ensure that you are adequately empowered to apportion components of your salary in a manner
that suits you the best. This plan will enable you to
 
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
** Incentive Indication: Incentive amount may be higher, lower or nil as per the terms described herein.  The incentive program is discretionary, subject to change,
and based on individual and company performance.  It is pro-rated to the duration spent with Cognizant India for a calendar year and will be paid to you only if you are
active on Cognizant's payroll on the day the incentive is paid.
 
*** Language Premium: This allowance is applicable only for Japanese, German & French language. It will be paid along with the Apr, July, Oct and Jan payroll for
the previous quarter and will be subject to tax deductions as applicable in India. The amount will be pro-rated to the duration spent with Cognizant India and will be
paid out on the condition that you continue to use the foreign language skill as required by your role/project/account.
**** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.
 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will result in a change in the Net take home salary and the Annual
Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring process. We hope you will join us, but appreciate your right to
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pursue another path. Your formal commitment to joining us forms the basis of further planning and client communication at Cognizant. If you renege on the commitment
and decide not to join us after signing the offer letter, Cognizant reserves the right to not consider you for future career opportunities in the company. We look forward to
welcoming you to Cognizant.
Login to https:\\onecognizant.cognizant.com->Total Rewards App for more details
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05-Jul-2019
                               
Dear Rebecca Joshua,
B.Tech/B.E., Computer Science & Engineering
SCMS School of Engineering and Technology
 
Candidate ID – 13119082
 
 
In continuation to our discussions, we are pleased to offer you the role of Programmer Analyst Trainee in Cognizant Technology Solutions India Private
Limited ("Cognizant").
 
During your probation period of 12 months, which includes your training program, you are entitled to an Annual Total Remuneration (ATR) of Rs.338,005/-. This
includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.21,005/- towards benefits such as Medical, Accident, Life Insurance
and Gratuity. The break up is presented in Annexure A.
 
On successful completion of the probation period, clearing the required training assessments and subject to you being part of a delivery project, your annual Total
Remuneration (ATR) would stand revised to Rs.383,755/-. This includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.
21,755/- towards benefits such as Medical, Accident, Life Insurance and Gratuity.
 
Your appointment will be governed by the terms and conditions of employment presented in Annexure B. You will also be governed by the other rules, regulations and
practices in vogue and those that may change from time to time. Your compensation is highly confidential and if the need arises, you may discuss it only with your
Manager.
 
Cognizant is keen that there is a secure environment for clients and internally too. You are required to be registered with the National Skills Registry (NSR) and provide
the ITPIN while joining the organization. Please refer Annexure B for more details.
 
Please note
•This appointment is subject to satisfactory professional reference checks and you securing a minimum of 60% aggregate (all subjects taken into consideration) with no
standing arrears in your Graduation/Post-Graduation.
•Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your right to work in India and other such documents as Cognizant may
request.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into https://campus2cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.,

Suresh Bethavandu
Global Head-Talent Acquisition
I have read the offer, understood and accept the above mentioned terms and conditions.
 
 
Signature :                                                                                            Date:

https://campus2cognizant.cognizant.com/
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Annexure A

Name: Rebecca Joshua Designation: Programmer Analyst Trainee

Sl. No. Description Monthly Yearly

1 Basic 8675 104,100

2 HRA @60% of basic* 5205 62,460

3 Conveyance Allowance* 800 9,600

4 Medical Allowance* 1250 15,000

5 Company's contribution of PF # 1041 12,492

6 Advance Statutory Bonus*** 2000 24,000

7 Special Allowance* 5779 69,348

Annual Gross Compensation 297,000

Incentive Indication (per annum)** 20,000

Annual Total Compensation 317,000

Company's contribution towards benefits (Medical, Accident and Life Insurance) 16,000

Gratuity 5,005

Annual Total Remuneration 338,005

As an associate you are also entitled to the following additional benefits:
• Floating Medical Insurance Coverage
• Round the Clock Group personal accident Insurance coverage
• Group Term Life Insurance Coverage
• Employees' compensation insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per Payment of Gratuity Act
• Women associates joining Cognizant will be entitled to Maternity leave as per the Maternity Benefit (Amendment) Act, 2017
 
# PF is contributed at 12% of your basic. If you are an International worker, it is contributed at 12% of your monthly gross compensation excluding HRA.
 
* Flexible Benefit Plan: Your Compensation has been structured to ensure that you are adequately empowered to apportion components of your salary in a manner
that suits you the best. This plan will enable you to
 
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
** Incentive Indication: Incentive amount may be higher, lower or nil as per the terms described herein.  The incentive program is discretionary, subject to change,
and based on individual and company performance.  It is pro-rated to the duration spent with Cognizant India for a calendar year and will be paid to you only if you are
active on Cognizant's payroll on the day the incentive is paid.
 
*** Language Premium: This allowance is applicable only for Japanese, German & French language. It will be paid along with the Apr, July, Oct and Jan payroll for
the previous quarter and will be subject to tax deductions as applicable in India. The amount will be pro-rated to the duration spent with Cognizant India and will be
paid out on the condition that you continue to use the foreign language skill as required by your role/project/account.
**** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.
 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will result in a change in the Net take home salary and the Annual
Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring process. We hope you will join us, but appreciate your right to



Rl'qd. Office: 115/535, Old Mahabalipuram Road, Okkiam Thoraipakkam, Chennai - 600 097

pursue another path. Your formal commitment to joining us forms the basis of further planning and client communication at Cognizant. If you renege on the commitment
and decide not to join us after signing the offer letter, Cognizant reserves the right to not consider you for future career opportunities in the company. We look forward to
welcoming you to Cognizant.
Login to https:\\onecognizant.cognizant.com->Total Rewards App for more details
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05-Jul-2019
                               
Dear Aswathy Mohanan,
B.Tech/B.E., Electronics and Communication Engineering
SCMS School of Technology and Management
 
Candidate ID – 13127972
 
 
In continuation to our discussions, we are pleased to offer you the role of Programmer Analyst Trainee in Cognizant Technology Solutions India Private
Limited ("Cognizant").
 
During your probation period of 12 months, which includes your training program, you are entitled to an Annual Total Remuneration (ATR) of Rs.338,005/-. This
includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.21,005/- towards benefits such as Medical, Accident, Life Insurance
and Gratuity. The break up is presented in Annexure A.
 
On successful completion of the probation period, clearing the required training assessments and subject to you being part of a delivery project, your annual Total
Remuneration (ATR) would stand revised to Rs.383,755/-. This includes an annual incentive indication of Rs.20,000/- as well as Cognizant's contribution of Rs.
21,755/- towards benefits such as Medical, Accident, Life Insurance and Gratuity.
 
Your appointment will be governed by the terms and conditions of employment presented in Annexure B. You will also be governed by the other rules, regulations and
practices in vogue and those that may change from time to time. Your compensation is highly confidential and if the need arises, you may discuss it only with your
Manager.
 
Cognizant is keen that there is a secure environment for clients and internally too. You are required to be registered with the National Skills Registry (NSR) and provide
the ITPIN while joining the organization. Please refer Annexure B for more details.
 
Please note
•This appointment is subject to satisfactory professional reference checks and you securing a minimum of 60% aggregate (all subjects taken into consideration) with no
standing arrears in your Graduation/Post-Graduation.
•Prior to commencing employment with Cognizant you must provide Cognizant with evidence of your right to work in India and other such documents as Cognizant may
request.
 
We look forward to you joining us. Should you have any further questions or clarifications, please log into https://campus2cognizant.cognizant.com
 
Yours sincerely,
For Cognizant Technology Solutions India Pvt. Ltd.,

Suresh Bethavandu
Global Head-Talent Acquisition
I have read the offer, understood and accept the above mentioned terms and conditions.
 
 
Signature :                                                                                            Date:

https://campus2cognizant.cognizant.com/
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Annexure A

Name: Aswathy Mohanan Designation: Programmer Analyst Trainee

Sl. No. Description Monthly Yearly

1 Basic 8675 104,100

2 HRA @60% of basic* 5205 62,460

3 Conveyance Allowance* 800 9,600

4 Medical Allowance* 1250 15,000

5 Company's contribution of PF # 1041 12,492

6 Advance Statutory Bonus*** 2000 24,000

7 Special Allowance* 5779 69,348

Annual Gross Compensation 297,000

Incentive Indication (per annum)** 20,000

Annual Total Compensation 317,000

Company's contribution towards benefits (Medical, Accident and Life Insurance) 16,000

Gratuity 5,005

Annual Total Remuneration 338,005

As an associate you are also entitled to the following additional benefits:
• Floating Medical Insurance Coverage
• Round the Clock Group personal accident Insurance coverage
• Group Term Life Insurance Coverage
• Employees' compensation insurance benefit as per the Employees' Compensation Act, 2010
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as per Payment of Gratuity Act
• Women associates joining Cognizant will be entitled to Maternity leave as per the Maternity Benefit (Amendment) Act, 2017
 
# PF is contributed at 12% of your basic. If you are an International worker, it is contributed at 12% of your monthly gross compensation excluding HRA.
 
* Flexible Benefit Plan: Your Compensation has been structured to ensure that you are adequately empowered to apportion components of your salary in a manner
that suits you the best. This plan will enable you to
 
1. Choose from a bouquet of allowance or benefits
2. Redefine your salary structure within prescribed guidelines
3. Optimize your earnings
** Incentive Indication: Incentive amount may be higher, lower or nil as per the terms described herein.  The incentive program is discretionary, subject to change,
and based on individual and company performance.  It is pro-rated to the duration spent with Cognizant India for a calendar year and will be paid to you only if you are
active on Cognizant's payroll on the day the incentive is paid.
 
*** Language Premium: This allowance is applicable only for Japanese, German & French language. It will be paid along with the Apr, July, Oct and Jan payroll for
the previous quarter and will be subject to tax deductions as applicable in India. The amount will be pro-rated to the duration spent with Cognizant India and will be
paid out on the condition that you continue to use the foreign language skill as required by your role/project/account.
**** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965.
 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory benefits will result in a change in the Net take home salary and the Annual
Gross Compensation will remain the same.
Cognizant has made this offer in good faith after expending significant time and resources in the hiring process. We hope you will join us, but appreciate your right to
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pursue another path. Your formal commitment to joining us forms the basis of further planning and client communication at Cognizant. If you renege on the commitment
and decide not to join us after signing the offer letter, Cognizant reserves the right to not consider you for future career opportunities in the company. We look forward to
welcoming you to Cognizant.
Login to https:\\onecognizant.cognizant.com->Total Rewards App for more details



                                                                                                                                                 

 
 

 

307, 3rd Floor, Kamla Arcade, In Front of Bal Gandharv, 

J.M. Road, Pune. Maharashtra – 411005 

Mob: 7720040021 / 7387403493 

Email : eleation@gmail.com 

www.eleation.com 

Date: 22-03-2019 

Offer letter 
 

Dear Manu, 

 

Congratulations from ELEATION…!!! 
 

Based on your performance in Online Test and Technical Interview, we are pleased to offer you the 

position of CAE trainee in ELEATION. 

 

Your appointment and joining date is subjected to following points: 

1. You have to complete ELEATION’s ANSYS Level – 1 and ELEATION’s HyperWorks Level – 1 Training 

Course from ELEATION’s Online Courses. 

2. You have to submit the complete homework and assignment shared with you during the training. 

3. You have to clear the online test, tool test and Technical Interview which we will conduct after the 

training. 

Your joining date is subjected to your performance in the test and interview which will be conducted after 

the training. Under any circumstances if you fail to meet the required standards and/or fail to qualify the 

test and/or the interview, your joining will be terminated. Company is not liable in any case.   

 

For completing the joining formalities you are required to submit some relevant documents, you can refer 

to Annexure A for the list of those documents. 

 

We are pleased to inform you that your CTC will be INR 2.4 lakhs, and will be applicable from the date of 

joining. 

 

Thank you, 

Sincerely, 

 

ELEATION. 

 

 

PRINCIPAL’s NAME & SIGNATURE 

 

 

------------------------------------------------- 

 

 

PLACEMENT OFFICER’s NAME & SIGNATURE                  HOD’s NAME & SIGNATURE 

 

                                                              

-------------------------------------------------                                      ------------------------------------------------- 

 

 

 

mailto:eleation@gmail.com


                                                                                                                                                 

 
 

 

307, 3rd Floor, Kamla Arcade, In Front of Bal Gandharv, 

J.M. Road, Pune. Maharashtra – 411005 

Mob: 7720040021 / 7387403493 

Email : eleation@gmail.com 

www.eleation.com 

ANNEXURE A 

DOCUMENTS CHECKLIST 
 

Scanned copies of the following documents are required to be submitted on hr@eleation.com along with 

duly signed offer letter by the mentioned authorities. If the employee fails to submit one or more of the 

required documents his/her joining formalities would be kept on hold. 

  

A. Education Documents: 

1. 10th and 12th or diploma mark sheets 

2. Degree certificate and mark sheets 

3. PG certificate and mark sheets 

4. Any other certification (if applicable) 

 

B. Personal documents: 

1. Marriage certificate (if applicable) 

2. PAN Card 

3. Aadhar Card 

4. Electricity bill or rent agreement (local and permanent address both) 

 

 

 

ACCEPTANCE OF OFFER 
 

I have read the offer letter and the annexed policies. I hereby accept the offer on the aforesaid terms. 

I solemnly affirm that I am not under any medication on account of any medical condition which may 

adversely affect the performance of my duties in the event of my appointment pursuant to my acceptance 

of this offer. 

I shall join my duties with effect from the date mentioned in this document. In case of delays in joining, I 

shall inform the concerned authority well in advance in writing. 

 

 

Name: ________________________________ 

 

Date: _________________________________ 

 

Place: ________________________________ 

 

Signature: _____________________________ 

mailto:eleation@gmail.com
mailto:hr@eleation.com


                                                                                                                                                 

 
 

 

307, 3rd Floor, Kamla Arcade, In Front of Bal Gandharv, 

J.M. Road, Pune. Maharashtra – 411005 

Mob: 7720040021 / 7387403493 

Email : eleation@gmail.com 

www.eleation.com 

Date: 22-03-2019 

Offer letter 
 

Dear K Mahesh Chandrababu, 

 

Congratulations from ELEATION…!!! 
 

Based on your performance in Online Test and Technical Interview, we are pleased to offer you the 

position of CAE trainee in ELEATION. 

 

Your appointment and joining date is subjected to following points: 

1. You have to complete ELEATION’s ANSYS Level – 1 and ELEATION’s HyperWorks Level – 1 Training 

Course from ELEATION’s Online Courses. 

2. You have to submit the complete homework and assignment shared with you during the training. 

3. You have to clear the online test, tool test and Technical Interview which we will conduct after the 

training. 

Your joining date is subjected to your performance in the test and interview which will be conducted after 

the training. Under any circumstances if you fail to meet the required standards and/or fail to qualify the 

test and/or the interview, your joining will be terminated. Company is not liable in any case.   

 

For completing the joining formalities you are required to submit some relevant documents, you can refer 

to Annexure A for the list of those documents. 

 

We are pleased to inform you that your CTC will be INR 2.4 lakhs, and will be applicable from the date of 

joining. 

 

Thank you, 

Sincerely, 

 

ELEATION. 

 

 

PRINCIPAL’s NAME & SIGNATURE 

 

 

------------------------------------------------- 

 

 

PLACEMENT OFFICER’s NAME & SIGNATURE                  HOD’s NAME & SIGNATURE 

 

                                                              

-------------------------------------------------                                      ------------------------------------------------- 

 

 

 

mailto:eleation@gmail.com


                                                                                                                                                 

 
 

 

307, 3rd Floor, Kamla Arcade, In Front of Bal Gandharv, 

J.M. Road, Pune. Maharashtra – 411005 

Mob: 7720040021 / 7387403493 

Email : eleation@gmail.com 

www.eleation.com 

ANNEXURE A 

DOCUMENTS CHECKLIST 
 

Scanned copies of the following documents are required to be submitted on hr@eleation.com along with 

duly signed offer letter by the mentioned authorities. If the employee fails to submit one or more of the 

required documents his/her joining formalities would be kept on hold. 

  

A. Education Documents: 

1. 10th and 12th or diploma mark sheets 

2. Degree certificate and mark sheets 

3. PG certificate and mark sheets 

4. Any other certification (if applicable) 

 

B. Personal documents: 

1. Marriage certificate (if applicable) 

2. PAN Card 

3. Aadhar Card 

4. Electricity bill or rent agreement (local and permanent address both) 

 

 

 

ACCEPTANCE OF OFFER 
 

I have read the offer letter and the annexed policies. I hereby accept the offer on the aforesaid terms. 

I solemnly affirm that I am not under any medication on account of any medical condition which may 

adversely affect the performance of my duties in the event of my appointment pursuant to my acceptance 

of this offer. 

I shall join my duties with effect from the date mentioned in this document. In case of delays in joining, I 

shall inform the concerned authority well in advance in writing. 

 

 

Name: ________________________________ 

 

Date: _________________________________ 

 

Place: ________________________________ 

 

Signature: _____________________________ 

mailto:eleation@gmail.com
mailto:hr@eleation.com


                                                                                                                                                 

 
 

 

307, 3rd Floor, Kamla Arcade, In Front of Bal Gandharv, 

J.M. Road, Pune. Maharashtra – 411005 

Mob: 7720040021 / 7387403493 

Email : eleation@gmail.com 

www.eleation.com 

Date: 22-03-2019 

Offer letter 
 

Dear Ahammed Sarhan M, 

 

Congratulations from ELEATION…!!! 
 

Based on your performance in Online Test and Technical Interview, we are pleased to offer you the 

position of CAE trainee in ELEATION. 

 

Your appointment and joining date is subjected to following points: 

1. You have to complete ELEATION’s ANSYS Level – 1 and ELEATION’s HyperWorks Level – 1 Training 

Course from ELEATION’s Online Courses. 

2. You have to submit the complete homework and assignment shared with you during the training. 

3. You have to clear the online test, tool test and Technical Interview which we will conduct after the 

training. 

Your joining date is subjected to your performance in the test and interview which will be conducted after 

the training. Under any circumstances if you fail to meet the required standards and/or fail to qualify the 

test and/or the interview, your joining will be terminated. Company is not liable in any case.   

 

For completing the joining formalities you are required to submit some relevant documents, you can refer 

to Annexure A for the list of those documents. 

 

We are pleased to inform you that your CTC will be INR 2.4 lakhs, and will be applicable from the date of 

joining. 

 

Thank you, 

Sincerely, 

 

ELEATION. 

 

 

PRINCIPAL’s NAME & SIGNATURE 

 

 

------------------------------------------------- 

 

 

PLACEMENT OFFICER’s NAME & SIGNATURE                  HOD’s NAME & SIGNATURE 

 

                                                              

-------------------------------------------------                                      ------------------------------------------------- 

 

 

 

mailto:eleation@gmail.com


                                                                                                                                                 

 
 

 

307, 3rd Floor, Kamla Arcade, In Front of Bal Gandharv, 

J.M. Road, Pune. Maharashtra – 411005 

Mob: 7720040021 / 7387403493 

Email : eleation@gmail.com 

www.eleation.com 

ANNEXURE A 

DOCUMENTS CHECKLIST 
 

Scanned copies of the following documents are required to be submitted on hr@eleation.com along with 

duly signed offer letter by the mentioned authorities. If the employee fails to submit one or more of the 

required documents his/her joining formalities would be kept on hold. 

  

A. Education Documents: 

1. 10th and 12th or diploma mark sheets 

2. Degree certificate and mark sheets 

3. PG certificate and mark sheets 

4. Any other certification (if applicable) 

 

B. Personal documents: 

1. Marriage certificate (if applicable) 

2. PAN Card 

3. Aadhar Card 

4. Electricity bill or rent agreement (local and permanent address both) 

 

 

 

ACCEPTANCE OF OFFER 
 

I have read the offer letter and the annexed policies. I hereby accept the offer on the aforesaid terms. 

I solemnly affirm that I am not under any medication on account of any medical condition which may 

adversely affect the performance of my duties in the event of my appointment pursuant to my acceptance 

of this offer. 

I shall join my duties with effect from the date mentioned in this document. In case of delays in joining, I 

shall inform the concerned authority well in advance in writing. 

 

 

Name: ________________________________ 

 

Date: _________________________________ 

 

Place: ________________________________ 

 

Signature: _____________________________ 

mailto:eleation@gmail.com
mailto:hr@eleation.com
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2nd March 2019 

 

Conditional Offer Letter 

 

 

Aswathy A 

Arangath House, 

Manalithara P.O., 

Thrissur - 680589 

 

Dear Aswathy, 

Further to the selection process you had with us, we are pleased to offer you an exciting 

career with Experion Technologies (India) Pvt. Ltd. 

You will be entering to the official Initial Learning Program (ILP) organized by Experion, 

as soon as you complete your university examinations. 

Successful completion of the Initial Learning Program and submission of Provisional 

Certificate of your Graduation from your Institution/University are the prerequisites to avail 

Formal Employment Offer from Experion. 

The general terms and conditions of the Employment Offer are as follows: 

1. On successful completion of the Initial Learning Program, you shall be placed on 

probation for a period of 6 (six) months as ‘Associate Software Engineer’ at grade 

A1. 

2. Your remuneration on joining Experion shall be INR 360,000/- (Rupees Three Lakhs 

and Sixty Thousand only) per annum cost to the company. 

3. Your job location shall be either at our Thiruvananthapuram (Technopark) or 

Kochi (Infopark) office based on our project requirements at the time of joining the 

Company. 
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4. You will be required to sign a Service Commitment Agreement on joining, wherein 

you agree that you shall continue to serve the Company for a minimum period of 

two (2) years from the date of joining, failing which you shall pay a sum of 

Rs.200,000/- (Rupees Two Lakhs only) as liquidated damages to the Company. 

Kindly sign the copy of this letter indicating your acceptance of the above terms and 

conditions of this offer and return the same (soft copy) to us. 

We welcome you to build an exciting career with Experion Technologies and wish you luck 

and a very bright career with us. 

For Experion Technologies (I) Pvt. Ltd., 

 

Jijo Joseph 

AGM – Human Resources 

 

 

 

I, ______________________________, acknowledge that I have read, understood and 

accept this Conditional Offer and other terms and conditions of employment as outlined 

therein, and agree to send the certificate copies of the qualifying examinations once I 

receive it from the University. 

 

 

________________________________                     ________________________________ 

Signature                                                                      Date 



 
Ravi’s Arcade 
M.G Road, Ernakulam 
Kerala. 682016. 
 
Phone: +91- 9995311676, +91- 9995334040 
Email : info@factweavers.com  

                                             Appointment Letter 
 

 
Date: 16-05-2019 

Sidharth Raj K K, 
Kurunnoth (H), 
Chathari, Tripunithura P O, 
Ernakulam, Kerala, India. 
682301 
 
Dear Sidharth, 
 

We are pleased to confirm you as Software Engineer in our company with reference to your                 
application and subsequent interview with us that we appoint you on the following terms and               
conditions; 
 

1. Date of Joining: 2019, July 3rd ( Wednesday). 
2. Probation: You will be on a Probation period for the 6 months. Based on your performance                

your services will be confirmed with the company in written after six months.  
 

3. Salary: Your salary for a month during the probation period will be Rs 1,44,000 CTC  
 

4. Leave: You will be eligible for the benefits of the Company’s Leave Rules on your confirmation                
in the Company’s Service. 
 

5. Absence without prior approval of your superior, (including overstay on leave) would result in              
your losing your lien on the service and the same shall automatically come to an end without                 
any notice or intimation. 
 

6. During the probation period, your services can be terminated prior to one month’s notice on               
either side and without any reasons whatsoever. If your services are found satisfactory during              
the probation period, you will be confirmed in the present position and thereafter your services               
can be terminated on one month’s notice on either side. 

 
7. During the period of your probation with the Company, you will devote full time to the work of                  

the Company. Further, you will not take up any other probation or assignment or any office,                
honorary or for any consideration, in cash or in kind or otherwise, without the prior written                
permission of the Company. 

 
8. You will not publish any article or statement, deliver any lecture or broadcast or make any                 

communication to the press, including magazine publication relating to the Company's           
products or to any matter with which the Company may be concerned, unless you have               
previously applied to and obtained the written permission from the Company. 



 
Ravi’s Arcade 
M.G Road, Ernakulam 
Kerala. 682016. 
 
Phone: +91- 9995311676, +91- 9995334040 
Email : info@factweavers.com  

 
9. You will be required to maintain utmost secrecy in respect of Project documents, commercial               

offer, design documents, Project cost & Estimation, Technology, Software packages license,           
Company’s policies, Company’s patterns & Trade Mark and Company’s Human assets profile. 
 

10. If at any time in our opinion, which is final in this matter you are found non-performer or                   
guilty of fraud, dishonesty, disobedience, disorderly behavior, negligence, indiscipline, absence          
from duty without permission or any other conduct considered by us deterrent to our interest               
or of violation of one or more terms of this letter, your services may be terminated without                 
notice and on account of reason of any of the acts or omission the company shall be entitled to                   
recover the damages from you. 
 

11. This appointment letter is being issued to you on the basis of the information and particulars                 
furnished by you in your application (including bio-data), at the time of your interview and               
subsequent discussions. If it transpires that you have made a false statement (or have not               
disclosed a material fact) resulting in your being offered this appointment, the Management             
may take such action as it deems fit in its sole discretion, including termination of your                
probation. 
 

12. You will be responsible for the safekeeping and return in good condition and order of all                 
Company property, which may be in your use, custody or charge. 

 
 
Sidharth Raj KK, we welcome you to the Factweavers team and wish you a successful and                
rewarding career with us. 

With Regards, 
      Vineeth Mohan, 

       
     CEO, Factweavers Technologies 
     16-05-2019 
 
I Sidharth Raj KK, acknowledge that I have read, understood and accept this offer and the terms                 
and conditions contained in the letter and agree to be bound by the terms and conditions of probation                  
as outlined therein. 
 

____________________________                                               _______________________ 

Signature                                                 Date  
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Dear $/ Ivladam,

#{xw#yt l-

We are happV to inform you that you have come out successfut in fhe recrflitment process

canducted at Zonal Affice, Ernakulam on 21.03.2O19 for rhe post of Cler&s in Nan-Officer
Rale. AccardinEly, you are provisionally empanelled for absorptfon fn Ban/<! servfee sub.yect

to detailed verification of documenrs subrnitted by you, bcc,t-ground verification and other
terms & condifions to be intirnated separately.

,n tf,,s ossignr*enf you shalt be placed in any of the Branches t}ffices'of the BaRk as per:

odrninfsrratr'w requiremenrs. You witl be an a prabation period df srx rnontfis fram the date

of ioining ond is expected to execute a Service Level Agreement far a minimum pertod of
two yeors.

We take this opportunity to welcome you to join our inftr:rrative and dynamic team fo begin

on exrellpnt career. We are sure you will ftnd the career at Federat Bank both enriching *nd
challenging. The affer letter for apoointment wrlt be sent to you s;eparately.

Once again hearty congratulations on yaur achievemenf. lVishing you oll success and a

wonderful t ife ahead.... I

Warm Regards,
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Dear Sirl *d*,

S{**rYy {iry

we are happy to infarm you thot yau have come out successfal in the recruitmenf process
canducted at Zanal Office, Ernakulom an 21.03.2019 for the post o/ Clerk in Non,Officer
Role' Accordingly, you are pravisionally empanetled for absorptian in Bonl,s seMce subject
to detarled verification of documenfs subrnifted by yau, bockgraund verification and ar-her
rerms & conditions to be intimated separately,

ln thfs assignrnent you sha| lie ptaced in, any,,af the Branchesloffices of the gank as per
administrative requlrements. You wft{ be on a probatton periodof sfx monrtrs f,rom the date
of ioining and is expecfed to execufe a service Level Agreement for a minimum period of
two years.

we tqke thi's oppottanity to wetcame you taJain our innoyatiye and dynamic team to begin
an excet'lent coreer, we are sure you r,viflfind the careerot federql gon& both enriefting,and
chaflenging. The offer letter for oppointmenf will be sent ta yoaseparatelir.

once ogain hearty congratulations on your achfevement. l4rrshirs you a{I success snd s
wonderfut {ffe aheos,... I

Warm Regards, {o'l.
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Dear Sir/ Madam,

We are happy ta infarm you thot y6a'have come out successful in tfie recruitmenf process
condacted at Tanal Offtce, Ernoku{am an 21.03.2019 far the post af Clerks 'tn Non-Officer
Role. Accordingly, you ore provisionatly empanetled for absorption in Bank,sseryice subject
to detailed verificatian of documents subrnitfad by you, baekgtound verification and other
terms & conditions to be intimated separately.

tn'this ass(nment yau shall be ptaced tn any of the Branchest}{fices of the Bank as per
admlnlstrative requiremenfs. you will he'on a prabation period of six rnontis frarn the ctate
of ioining ond is expected to execute a Service Level Agreement for a minimum period af
two years.

We take this oppartunity to welcome you to join our innovative and dynamic team to begin
an'excellant career" We are sare yau wilt ftnd the career at Federal Sank bofh enrlching and
challenging- The affer letter for 

.appointment wiil be sent ta youseparofe{v.

ance again hearty cangratulations on your achiel,r'emer?r. Wislting you d1t success and a

w and * rful f ife ahead.... I

Warm Regards,
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TheFederal Sank{.fd. HB- rdrent Aiquisition ftoeproymenf, Headoffice,Fedeyor rowe*,posoxNo r0-l
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Dear Sirl Mad*,

${*xr*3 i . t:,,+'='t)= il., =-'a;,,,r:",;",

We ore happy to infaffn you that you have come out success;ful in fhe recruffrrent procpss
conducted at Zonal Office, Ernakulam on 21.0i.2A1g for the post of Cterks tn Non-offtcer
Ratc, Accordingty, yau are provlsianalty empanelled for absorption in Bon*,s seryice subject
to detaited verification of documents submitted by you, backgrwnd verificatian and other
terms 6 eonditibns fa be intimated separa.tety.

In thts assignment you shalt be ptaced in any of the Branchestoffices of the gonk cs per
adminlstrative requlrements You will be on a prob;ation periodol sx months from the date
ofJofning andlsexpected toexecuteaSerwce LevetAgreenefifororninimunr periodef
two years-

l

We take this opportunity to welcome you to join our innovative and dynamic tearn to begin
an excellent career. We are sure you will find the career at Federal Bank both enriching and
challenging. Ttre offer ietter far appointment witt be senf ro you separately.'

Once again hearty congrdtulations an your achie\rernenf. lvishfng you altsuccess and o
wand erful {ife streod".-. I

$*;nnu
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HR - TALENT ACQUTS|TI0N & DEPLOYMENT

H R-TADlReclCarn p usiloiA -?6
March 2019

Mr. { Ms. AKHIL RODRIGUES t

SCMS Schoot of Engineering and Technotogy, Ernakulam

Dear Sirl Madam,

St n tt i'.::',q 1, ,..,t.: t",:-,";_,, 
," j

we are hoppy to infarm yau that yau have come out successful in the recruitment process
conducted at zonal affice, Ernakulom on 13.0j.201g for the post of afficers in Juniorl^anagement Grode I for Branch Bonking Role. Accordingly, you ore provisionaly empaneled
for absorption in Bank's service os officer in Junior A4anagement Grade t subject to detailedverification of documents submitted by you, backgroupd verification and other terms &conditions to be intimated seporately.

ln t'his assignment yau shall be placed in any of the Brancheslaffices of the Bank as peradministrative requirements. You witl be on a probation period of two years from the dateaf ioining ond is expected to execute a service Level Agreement for minimum period of twayeors.

we take this opportunity to welcome you to ioin aur innovative and dynamic teom to begin
an excel[ent career' we are sure you witt find ttte career at Federal Bonk both enriching andchallenging- The offer retter for appointment wiil be sent to you separatery.

once again hearty congratulations on your achievement. wishing you alt,ucces.s and awonde rfut life ahead.... !

flccrPreP TxE 
'FFE€Lr-,lTH TH ffl-v K 9

iJkutl KopRl&uES

>bl1)zors

r-maii, coii"rriii;;4"',';:^, .^ i^ Dr^_-_ .171, P-o Bax No.tli, Atuva, Kerato - 6a3 i7t

{.tr

Vice President (HR)
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HR - TALENT ACQUISITION & DEpLOyrvtENT

HR-TAD/ReOCarnpuVzOTffi
22"d March 2019

Mr. / Ms. RAHUL S

SCMS School of Engineering and Technol.ogy, Ernakulam

-Dear 
Sirl lvladam,

5{e ar'$ i]l ; r,5'ir,:ii i; :l i i}i,i. r,r:: ;r1:-,:;,,,, i

we are happy to inform you that you have come out successful in the recruitment process
conducted at zonol office, Ernakulam on 13.0i.zatg for the post of officers in Junior
ldanagement Grade I for Branch Eanking Role. A,ccordingly, you are provisiona{ty emponelled
for absorption in Bank's service as officer in Junior lfuonagement Grode I subject to detoiled
verification of dacuments submitted by you, backgraund verification and other terms &
conditions to be intimoted seporately.

ln this assignmenf you shall be ptaced in any of the Branches/offices of the Bonk as per
administrotive requirements. You wilt be on o probation period of two years from the dateof ioining and is expected to execute a Service Level A,greement for minimum periad of twoyears. 

1

we take this opportunity to welcome you to ioin our innovative and dynamic team to begin
an excellent career' we are sure you witt find the career at Federol Bank both enriching and
challenging. The offer retter for oppointment wirt be sent ta you separotery.

Qnce again hearty congratulatians on your achievement. wishing you altsuccess and a
wonderful life ahead.._.!

Acce?Iep THE oFFe*

kJtTr-t -THA'Fl l" S

rheFederatBankLtd'HR'rotent'acqu'::':::,::r:5:z1^z';!l*r;Il!,1.r^.*:,:.\,Q:,;r;;;",;r','i,,*),,'ru,o,,-6a310r

Warm Regards,

Vice President (HR)'

E -ma i I : ca re e rs @f ed e ia t b a nk.co. in, iirn i, oii+1 ai- iii i,,'rir?Vri



HR - TALENT ACQUISTTIoN & DEPLOYMENT

HR-TAD/Rec/Campus/20 I B- i, March 2019

Mr. / Ms. SABAR| NATH M

SCMS School of Engineering and Technotogy, Ernakutam

Dear Sir./ Madam,

${earry ' ,r . ',, 1. t : ');.!':v.-, ,: 
, -

we are hoppy to inform you that you have come out successfut in the recruitment process
conducted at zonal office, Ernakulom on 13.a3.201g for the post of officers in Junior
lvlonagement Grade I for Branch Banking Role. ,Accordingly, you ore provisionalty empanelled
for absorption in Bonk's service as officer in Junior lvlanogement Grade I subject to detaited
verification of documents submitted by yau, bockground verification and other ferms &
conditions to be intimated separately-

ln this assignrnent you shall be placed in any of the Branches/affices of the Bonk as per
administrotive requirements. You witt be on a probation period of two yeors from the date
of iaining and is expected to execute a Service Level Agreement for minimum period of two
yeors.

We take this opportunity to welcome yau to ioin our innovative and dynamic team to begin
an excellent coreer' we are sure you wilt find the coreer at Federol Bank both enriching and
cha{lenging. The offer letter far appointment witt be sent fo you separately.

once again hearty congratulations on your ochievement. Wishing you alt succes.s ond a
wonderful life ahead.... I

i i:: :::::jrrbtFederotBankLtd''^'"'"i:::?,!'::':::,:^ory:1t'i:*::i!o'J!,^:":r^r!-u:!-lorlrj,p-oBoxNo.t03,Atuvo,Kerato-6a3tal
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HEXAWARE TECHNOLOGIES LTD. 
Regd. office: Bldg No. 152, Millennium Business Park, Sector - lll, ‘A’ Block, TTC Industrial Area, Mahape, 
Navi Mumbai, 400710, Tel. : +91 22 6791 9595, Fax : +91 22 6791 9500 

(CIN) : L72900MH1992PLC069662 URL: www.hexaware.com 

 

Letter of Intent 
 

 

04th Dec, 2018 
 

Anakha Bau 
SCMS School of Engineering and Technology  
Kochi 
 
 
Dear Anakha Bau, 
 

We are pleased to inform you that you have been provisionally short-listed for 
employment as “Software Engineer Trainee”. 
 
We will keep you posted with respect to the start of the training programme, 
wherein you will be commissioned to attend the Foundation Training Programme 
(FTP) at our Hexaware office in Siruseri, Chennai. 
 
During the training period you will be entitled for a stipend of Rs.15000/-pm for the 
period of 6 months and on successful completion of your training you will be paid a 
salary of Rs.3.00 Lac per annum. 
 
You are required to sign a service agreement for a period of 3 years before the start 
of training programme. 
 
You will receive a formal letter of appointment (on probation basis) with all the 
terms and conditions post joining the organisation. 

 

As a token of your acceptance, that you have read and understood this Letter of 
Intent, please send in your confirmation to campus2018@hexaware.com confirming 
your interest in joining Hexaware. 
 

Truly yours, 
 
For Hexaware Technologies Limited 

 
Satish Warrier  
Associate General Manager 

 

mailto:campus2018@hexaware.com


 

HEXAWARE TECHNOLOGIES LTD. 
Regd. office: Bldg No. 152, Millennium Business Park, Sector - lll, ‘A’ Block, TTC Industrial Area, Mahape, 
Navi Mumbai, 400710, Tel. : +91 22 6791 9595, Fax : +91 22 6791 9500 

(CIN) : L72900MH1992PLC069662 URL: www.hexaware.com 

 

Letter of Intent 
 

 

04th Dec, 2018 
 

Devika Jayaram 
SCMS School of Engineering and Technology  
Kochi 
 
 
Dear Devika Jayaram, 
 

We are pleased to inform you that you have been provisionally short-listed for 
employment as “Software Engineer Trainee”. 
 
We will keep you posted with respect to the start of the training programme, 
wherein you will be commissioned to attend the Foundation Training Programme 
(FTP) at our Hexaware office in Siruseri, Chennai. 
 
During the training period you will be entitled for a stipend of Rs.15000/-pm for the 
period of 6 months and on successful completion of your training you will be paid a 
salary of Rs.3.00 Lac per annum. 
 
You are required to sign a service agreement for a period of 3 years before the start 
of training programme. 
 
You will receive a formal letter of appointment (on probation basis) with all the 
terms and conditions post joining the organisation. 

 

As a token of your acceptance, that you have read and understood this Letter of 
Intent, please send in your confirmation to campus2018@hexaware.com confirming 
your interest in joining Hexaware. 
 

Truly yours, 
 
For Hexaware Technologies Limited 

 
Satish Warrier  
Associate General Manager 

 

mailto:campus2018@hexaware.com
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July 29, 2019

IBM India Private Limited

Manyata Embassy Business Park,

G2 Block, Nagwara Outer Ring Road, 

Bangalore - 560045, India. 

Tel : 91-80-49139999 

http://www-07.ibm.com/in/careers/

Dear Sruthy Somarajan Pillai Nair

The world is at a major turning point; technology is enabling entirely new forms of business  operations, 

business models, industries and outcomes. We have exponentially more power to reach the full potential of 

our life's work than any humans before us. This is IBM’s vision for the future.

We invite you to join us as a Technical Support Associate, in band 3  to do your best work ever. You will be 

working alongside passionate IBMers, business & technology experts, who are constantly building their 

knowledge and expertise to find the best solutions to help our clients achieve their goals and create new 

possibilities.

At IBM you will experience an inclusive and collaborative culture where you can offer ideas and solutions, no 

matter your experience or area of expertise - you have an audience that listens from Day 1. You will have 

access to world-class learning opportunities to help you create the career you’ve always imagined. Join us and 

you’ll be proud to call yourself an IBMer.

Your letter of employment is attached, for your review and acceptance. Please do not hesitate to reach out to 

us in case of queries or concerns. We look forward to hearing from you soon and welcome you to be a part of 

our team.

http://www-/
http://www-07.ibm.com/in/careers/
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July 29, 2019

IBM India Private Limited

Manyata Embassy Business Park,

G2 Block, Nagwara Outer Ring Road, 

Bangalore - 560045, India. 

Tel : 91-80-49139999 

http://www-07.ibm.com/in/careers/

Dear Sruthy Somarajan Pillai Nair

We are pleased to offer you the position of Technical Support Associate, in band 3  at IBM India Pvt Ltd(IBM 

or Company). The terms and conditions of your employment contract at IBM are detailed below. Please read 

these important details carefully, including your compensation and benefits.

Acceptance and Commencement

Your appointment will be effective on your joining date, i.e August 1, 2019. Please contact us immediately if 

you require an alternative joining date. If you do not confirm your acceptance or we are unable to set an 

alternative date, this offer will be withdrawn.

To confirm your acceptance of this offer, you are required to:

 Accept this offer by selecting the 'accept' option at the bottom of the form. Please note that if you do 

not provide your acceptance, you will not be allowed to join on the joining date specified above.

 Any change of joining date must be communicated to the recruiter at least 5 days prior to your original 

joining date. The new joining date must be a weekday (except Saturday & Sunday) and should be no 

later than 5 days from the joining date specified above.

 On your first day of employment, please report at 9:00 am to the Main Lobby located at Block 

D3,Manyata Embassy Business Park, Nagawara Outer Ring road, Bangalore-560045. You will meet with 

your Onboarding Specialist who will assist you with your joining formalities. If you have questions 

about your First Day Start Paperwork, send a mail to pronboar@in.ibm.com

On your joining date, please bring (i) 1 copy of this letter duly signed and dated by you (ii) 2 self photographs 

(passport size, color with white background) (iii) One set of print outs of the completed on boarding forms & 

Originals (iv) Aadhaar number (If you do not have one, please apply immediately and provide the enrolment 

number on the day of onboarding). This is required to facilitate remittance of your provident fund to the 

Employees Provident Fund Organization, as well as for any other purposes that may be required by statutory 

and regulatory authorities. Please note that Aadhaar is currently not mandatory for employees who do not 

hold an Indian passport, hence please notify us in advance if you fall within this category (v) Two sets of 

photocopies of the following mandatory documents:

http://www-/
http://www-07.ibm.com/in/careers/
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 Relieving document from most recent employer - Relieving letter or Service Certificate or Resignation 

acceptance email with last Working day (LWD) confirmation

 Passport and Pan card- If you do not have Passport or Pan card you need to bring one of the following 

IDs.

o Voter ID card

o Driving License

o Aadhaar Card

o Senior Secondary result/certificate with DOB and photo (for University hires only)

 In the absence of Passport and Pan card, apply for the same immediately and carry on one of the 

following as mentioned above to complete on boarding process.

 Disability certificate - If you have stated in your application to IBM that you are differently abled, 

please bring the disability certificate as per the prescribed format, duly filled & signed.

 Name change document - If you have ever changed your name at any point of time, and for any reason 

whatsoever.

 Valid Indian Work Permit, if applicable.

 Education documents (For University hires only) :- Degree certificate and all year mark sheets for the 

highest degree attained.

The other terms and conditions of the offer are as follows:

 Your employment with the Company is at all times subject to you having a valid work permit from the 

Government of India. It is your responsibility to obtain and maintain throughout your employment a 

valid work permit. A copy of the work permit needs to be furnished by you on the date of on boarding, 

failing which you will not be permitted to join.

 Your initial posting will be in BANGALORE . However, your services are transferable, and you may be 

assigned to any other department, location or office of IBM, a subsidiary, or associate company as the 

Company may decide from time to time. Your project, designation or role may be changed at the 

discretion of the Company depending on the work assigned to you. In such case, you will be governed 

by the policies of that location and role.

 You acknowledge that the technology industry undergoes rapid transformations and structural 

changes. In this context, IBM frequently enters into agreements with other entities, including 

outsourcing arrangements, transitions, mergers, acquisitions, divestitures and other corporate actions. 

If any such action relates to your role / position, you agree to cooperate with IBM and take any 

necessary steps to ensure a smooth transition.

 Your appointment and continued employment at IBM is conditional upon satisfactory reference & 

background checks including verification of your application materials, education and employment 

history. 

 Your employment is also contingent upon your ability to work for the Company without restriction (i.e. 

you do not have any non-compete obligations or other restrictive clauses with any previous employer). 

If any information furnished by you in your application for employment or during the selection process 

is found at any time during your employment to be incorrect or false, and/or if you have suppressed 

material information regarding your qualifications and experience, the Company may terminate your 

services without notice or compensation.
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 Your designation may be changed at the discretion of the Company depending on the work assigned 

to you.

 You may be required to travel on Company work and you will be reimbursed expenses as per Company 

policy.

 If you are absent for a continuous period of 8 days without leave or obtaining your manager’s 

approval, you will be deemed to have voluntarily terminated your service without notice.

 You will be on probation until your successful completion of the probationary period is confirmed in 

writing. The normal probation period is [1] year but may be extended or confirmed earlier based on 

your performance and at your manager’s discretion. At any time during your probationary period, 

either you or the Company may terminate your service by giving 30 days notice or basic salary in lieu 

thereof.

 Upon completion of your probation period and confirmation as a regular employee, you or the 

Company may terminate your service at any time by giving 90 days notice or basic salary in lieu 

thereof. However due to exigencies of business the Company may at its sole discretion reject the 

salary in lieu of notice and ask you to serve the entire or part of the notice period. You shall not be 

deemed to have been relieved of your services except upon issue of a letter by the Company to that 

effect.

 IBM encourages and fosters a culture of strong performance from its employees. Accordingly during 

your service with IBM, you will be required to comply with the following:

o The Company presents multiple opportunities across technologies to support employees 

develop their skills and build their career. You shall maintain a satisfactory level of 

performance at all times.

o You agree to utilize IBM’s resources, materials and training programs as applicable, and shall 

ensure that your skills are at all times current and relevant to IBM's business.

o You may be required to undergo certain training and assessment programs from time to time 

and shall complete the same to the satisfaction of IBM.

o You also understand and acknowledge that IBM requires its employees to be productively and 

effectively utilized at all times. IBM maintains listings of open positions on its internal job 

postings page. If you are no longer deployed on a project/ assignment, you shall search for 

positions that are commensurate with your skills and experience and ensure you are effectively 

utilized. If selected for such positions, your movement to these positions will be subject to 

IBM’s processes and policies.

o You will be aware that the Company works on a round the clock model depending on customer 

needs. You hereby consent, should your role require it, to working on any shift, including night 

shift, to support the business requirements of the Company.

o Your compliance with the above terms and conditions shall be reviewed from time to time and 

shall be an integral condition of your continued employment with IBM.
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 You will retire from the services of the Company on attaining 58 years. Retirement action will be 

performed one day prior to the last working day of the retiring month.

 Upon your resignation or retirement from the Company or termination of your services, you are 

required to return all assets and property of the Company such as documents, machines, data, files 

and books etc. (including but not limited to leased properties).

 Any and all of the terms and conditions of service may be modified or changed at the Company’s 

discretion.

 You will, by default, be enrolled in IBM’s Group Mediclaim Insurance Policy, unless you choose to opt 

out. A nominal premium will be charged to you for the same, for as long as you participate in the 

Policy. All benefits as outlined herein and in IBM policies are subject to change at the Company’s 

discretion. You will be entitled to privilege leave in accordance with the Company’s policy as applicable 

from time to time.

 It is your responsibility to notify the Company of any changes in your personal information within 3 

working days. All notices shall be considered duly and properly delivered to the address on file with 

the Company.

 Your individual remuneration is strictly confidential and is detailed in Annexure A. It has been 

determined based on numerous factors such as your job, skills-specific background, and professional 

merit. This information and any changes made therein should be treated as personal, confidential and 

should not be disclosed to any person without IBM’s prior written authorization.

 During your service with the Company, you are expected to devote your whole time and attention to 

the Company's affairs and refrain from directly or indirectly engaging in any other employment or 

business in any role or capacity.

 Information pertaining to IBM operations and intellectual property is confidential as detailed in 

Annexure B. You will also be bound by more specific non-disclosure agreements on sensitive issues 

based on business requirements. If you are bound by a confidentiality agreement with a previous 

employer, you must notify the Company and indemnify the Company against any breach thereof.

 You hereby agree to abide by all the rules and regulations of the Company and accept the policies and 

processes of the Company which are in force from time to time and the Company shall have the right 

to vary or modify any or all of the rules, regulations or policies and the same shall be binding on you.

 All employees are required to read and comply with IBM’s Business Conduct Guidelines and sign a 

statement to this effect. Any breach of the Guidelines or the terms and conditions of employment may 

result in termination of your service without notice or compensation.

 You will abide by all the rules and regulations of the Company which are in force from time to time and 

the Company shall have the right to vary or modify any or all of the above terms and conditions which 

shall be binding on you.

 This offer is conditional upon your having a valid Passport. If you do not have a passport as of the date 

of this offer, you are required to apply for one immediately and produce the relevant 

acknowledgement on the day of your on boarding. Should you be denied a passport or if you are 

otherwise unable to produce a copy of your passport, IBM shall be entitled to terminate your 

employment for cause. It is a condition of your employment that you have a valid passport at all times.

 You will be required to register your profile with National Skills Registry once you join IBM. The details 

on the National Skills Registry are available on www.nationalskillsregistry.com .To complete the 

registration process, you will be required to submit a photograph, a photo identity proof and 

registration fee of  INR 300 + (Service taxes as applicable) - which includes  INR 50/- annual usage fee 

http://www.nationalskillsregistry.com/
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at the POS (Point of Service) helpdesk at IBM office Registration with National Skills Registry is 

mandatory and should be completed within 30 days from your date of joining.

 You will be required to provide the Aadhaar Number on the day of onboarding and the same must be 

updated on the HR Systems mandatorily within 30 days of your onboarding. Please do ensure that the 

name as per Aadhaar is exactly the same as the name given by you to IBM , and that appears on this 

employment contract. In case there is a mismatch please have the same rectified with Aadhaar 

authority (UIDAI) prior to onboarding.
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IBM CONFIDENTIAL

ANNEXURE A

DATE July 29, 2019

NAME
Sruthy Somarajan Pillai Nair

BAND
3  

DESIGNATION Technical Support Associate LOCATION BANGALORE

Compensation Components IBM Offer (in INR)

1. Annual Basic Salary 180000

2. Annual Flexible Benefit Plan (FBP) 67314

Annual Reference Salary 247314

3. Retirals

   a) Provident Fund (PF) 21600

   b) Gratuity @ 4.8% 8640

Annual Reference Salary + Retirals 277554

4. Performance Linked Variable Pay 0 to 43800

5. Annual Potential Compensation Annual Reference Salary + Retirals + Performance 

Linked Variable Pay

*Company currently has performance linked variable pay program with performance measured against criteria 

announced at monthly or quarterly frequency. This forms a part of the variable earnings and actual earnings & 

frequency of payment will be as per the defined Company Policies. The management reserves the right at its 

discretion to modify/amend/withdraw/continue with the program.

All salary components may be subject to restructuring or modification based on IBM policies.

OTHER BENEFITS:

 By default, you will be enrolled in the Group Mediclaim Policy. You need to enroll your immediate 

family (Spouse & up to Four Children) within 45 days of joining.  If you wish to do so, a nominal 
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premium for covering you and your family will be charged to you unless you choose to opt out for 

yourself and family.

 Group Term Life and Accident Rider Coverage

OTHER COMMITMENTS/ CONDITIONS
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The impact of today's technology and pace of change is tremendous. We hope you're as excited as we are to 

play a part in that revolution. At IBM, we're changing the world every day and we will be delighted to have you 

as part of our team. To confirm your acceptance of this offer letter on the terms and conditions specified 

herein, please sign in the space specified below and return the signed copy to IBM on your on boarding day.

Signed By - IBM Authorized Signatory

Director - Talent Acquisition ISA

ACCEPTANCE OF APPOINTMENT TERMS AND CONDITIONS (TO BE UPDATED BY THE CANDIDATE ON THE DATE 

OF JOINING))

I agree that I have read, understand, and accept employment with IBM under the terms and conditions stated 

above. By signing on this offer, I also agree and acknowledge that this offer letter does not require a physical 

signature, and the issuance of this offer of employment to me, my acceptance of this offer, and IBM's 

acknowledgment of the same and the affixing of a signature by the IBM representative shall be adequate to 

constitute a valid contract of employment between IBM India Pvt Ltd. and me. (Please sign below to confirm 

that you agree with the terms and conditions stated in this offer.)

SIGNATURE

------------------------------------------------------------------------------

PRINTED NAME

------------------------------------------------------------------------------

DATE OF JOINING

------------------------------------------------------------------------------

DATE

------------------------------------------------------------------------------

VERIFIED BY (FOR OFFICE USE ONLY - TO BE UPDATED BY ON BOARDING SPECIALIST)

SIGNATURE

-----------------------------------------------------------------------------

PRINTED NAME

-----------------------------------------------------------------------------

DATE

-----------------------------------------------------------------------------
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IBM CONFIDENTIAL

Explanation of Compensation Components

Component Summary Explanation*

1. Basic Salary
The fundamental salary component to which many other compensation 

components are linked.

2. Flexible Benefit Plan (FBP)

The FBP allows employees to choose a benefit basket that suits their needs. For 

certain elements, employees may avail of tax exemptions as per prevailing tax 

laws. The elements are listed below.

(a) Leave Travel Allowance 

(LTA)

LTA can be used for up to maximum of economy class airfare twice during a 4 

year period as per Income tax rules.

(b) House Rent Allowance Maximum 50% of Basic Salary per annum. To be used for house rent.

(c) “Flat” Allowance Remaining FBP funds and is a taxable amount.

3.  Retirals
These elements of compensation are not paid out until later when certain 

conditions are met.

(a) Provident Fund (PF) 12% of Basic Salary is contributed to the Provident Fund.

(b) Gratuity

4.8% of Basic Salary, which denotes the company's contribution to the Gratuity 

Fund based on actuarial calculations. You are not entitled to this amount as a 

cash component as this is intended to be a retiral benefit. Gratuity is payable to 

you as per the IBM Gratuity Trust Fund Rules and the Payment of Gratuity Act, 

1972, on cessation of your employment after at least 5 years of continuous 

service with the Company. The amount of gratuity payable shall not exceed 

Twenty Lakh rupees (INR 2,000,000).

(c) ESIC

Until your monthly wages are up to INR 21,000/- per month, or such other 

amount prescribed by law, you will be covered under Employee State Insurance 

Act, 1948 (ESIC) and will be entitled to avail benefits under the same.

Annual Reference Salary Annual Basic Salary + Annual FBP

4. Performance Linked 

Variable Pay

Amount of Target earnings mentioned under Performance Linked Variable Pay 

Program is determined based on your specific role and process/client aligned and 

subject to change based on any changes to your roles & responsibilities. This 

forms a part of the variable earnings and actual earnings & frequency of payment 

will be as per the defined Company Policies. The management reserves the right 

at its discretion to modify/amend/withdraw/continue with the program.

*For detailed information please refer to Company policies, which are subject to change from time to time.
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IBM CONFIDENTIAL

Other Benefits– Additional Information*

Group Term Life Insurance Plan:

This is a company paid benefit which provides group term life coverage to all employees of IBM India Pvt. Ltd. The benefit 

basis for life coverage is sixty times monthly basic salary subject to a minimum and a maximum coverage as stated in the 

policy. The coverage is subject to completion of the Insurance Company’s prescribed insurance underwriting procedure 

and awarding of coverage by the insurance company.  Coverage applies world-wide, 24 hours a day.

Group Personal Accident Plan:

This is a company paid benefit which provides group personal accident coverage to all employees of IBM India Pvt. Ltd. 

The benefit basis for accident coverage against permanent total disability, permanent partial disability and 

dismemberment is sixty times monthly basic salary subject to a minimum and a maximum coverage as stated in the 

policy. Coverage applies world-wide, 24 hours a day.

Group Mediclaim Insurance Policy for Self and nuclear family (spouse and up to 4 children)

By default, you will be enrolled in the Group Mediclaim Policy from the date of your joining with a coverage of up to INR 3 

Lakh per year under Family Floater plan. As part of that, you can also enroll your immediate family (Spouse & up to Four 

Children) through our Third-Party Administrator’s (TPA) website within 45 days of your joining. If you decide to avail 

Mediclaim insurance policy, there will be an applicable Co-share of premium deduction from your salary. If you wish not 

to be covered, you may choose to opt out within 45 days of joining. You have the option of enhancing this cover up to a 

maximum of INR 10 Lakh per year (incremental premium to be borne by employee).

You also have the opportunity of purchasing insurance coverage for your parents. This is on an individual coverage basis 

and the premium incurred is to be borne by you.

Mid-term inclusion of only new born babies (within 45 days of the child birth) and newly married spouse (within 45 days 

from the date of marriage) is allowed. The insurance coverage for the newly acquired dependent (spouse/child) will be 

with effect from the date of event (marriage/ birth whichever is applicable)

*Subject to enrolling the new dependent within 45 days from the date of event.

All hospitalization claims under the Medical Insurance Policy pertaining to employee is borne by insurer at 90:10%. Claims 

pertaining to dependents (spouse, children and parents) will be borne by insurer and employee on a 80% : 20% basis.

Critical Illness Buffer

This benefit is provided to help you and your nuclear family in times of medical emergencies. If an employee, spouse, or 

child is diagnosed with any of the illnesses defined under the "Critical Illness Buffer" criteria, you can also be eligible for an 

additional amount of INR 7 Lakh for required treatment once the Family Floater and any additional cover (if taken) is 

exhausted. This is subject to available Corporate Buffer and policy T&C.

Domiciliary Benefit

Domiciliary expenses on out-patient care for employee, spouse and children up to a maximum of INR 10,000/- ( at 50% 

Co-pay) is also provided to employees who participate in the Group Mediclaim Insurance Policy.

National Pension System (NPS)
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NPS is a voluntary defined contribution-based scheme option provided to all IBM India Regular employees. It’s a tax saving 

retirement vehicle for which you can enroll by declaring your monthly contribution, minimum Rs. 500 per month and 

maximum of 10% of your Flexible Benefit Plan, on IBM Intranet. You can find more details about this program on IBM 

intranet.

Compensation under Employees Compensation Act

All IBM employees are entitled for compensation under the Employee's Compensation Act, 1923, as amended from time to 

time. The compensation under the Act will be inclusive of the coverage amount under Group term Life Insurance Plan and 

shall be paid under following circumstances:

a) in case of personal injury caused to  an employee by an accident arising out of and in the course of his employment 

resulting in total or partial disablement of the employee for a period exceeding three days. Provided that the accident is 

not directly attributable to the employee having being under the influence of drink or drugs or willfully disobedience of 

any order expressively given for the safety of employees or willfully removal or disregard of any safety guard or other 

device provided for the purpose of securing safety of employees. 

b) In case of any injury resulting in Death or permanent total disability.

c) In case of occupational disease as defined under the Act.

 

* For detailed information, please refer the Company's Intranet. Company benefits, and policies are subject to withdrawal; change from 

time to time at the sole discretion of the Company and without the need of any prior notice to the employees.

* IBM reserves the right, in its sole discretion, to amend, change, suspend, or terminate any benefit or other plan, program, practice or 

policy of IBM at any time. IBM does not have any obligation to, and nothing contained in these documents shall be construed as creating 

an express or implied obligation or promise on the part of IBM to, maintain, continue to offer, or make available such plans, programs, 

practices or policies.

Maternity Benefit:

All women IBM employees are entitled for maternity benefits in accordance with the Maternity Benefit Act, 1966 and IBM 

Maternity Leave Policy as may be amended from time to time. These benefits currently include:

1) Maternity Leave for:

a) Delivery: Women employees who have been in continuous service for at least 80 days in the 12 months prior to the 

commencement of maternity leave are entitled to up to 26 weeks of maternity leave with full pay of which not more than 8 

weeks shall precede the expected delivery date.

b) Miscarriage/Medical termination: In case of miscarriage or medical termination of pregnancy, a women employee is 

entitled to 6 weeks of leave with full pay immediately following the day of miscarriage or medical termination of 

pregnancy.

c) Tubectomy: In case of tubectomy operation, a women employee is entitled to 2 weeks of leave with full pay immediately 

following the day of her tubectomy operation.

d) Illness: Women employees suffering from illness arising out of pregnancy, delivery, premature birth of child, 

miscarriage, medical termination of pregnancy or tubectomy operation are entitled to an additional period of 4 weeks 

leave with full pay.

2) Leave for Adoption/Surrogacy: Women employees who have been in continuous service for at least 80 days in the 12 

months prior to the commencement of maternity leave are entitled to up to 12 weeks of maternity leave with full pay upon 

the adoption of a child or in case the employee has used the surrogacy arrangement.

3) Group Medical Insurance Policy covers expenses for pre and post natal consultations, prescribed medications and 
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prescribed investigations incurred up to 60 days after maternity.  The expenses covered are up to a maximum of INR 

10,000 per maternity event. This benefit is a sub limit of the maternity benefit of INR 50,000 and is reimbursed on 

production of complete and detailed bill and documents.

4) Women employees returning from Maternity can opt for work from home option if the role or function allows for remote 

working.

Kindly refer IBM Maternity leave policy and IBM Flexible work option policy in effect from time to time for more details in 

respect of the above benefits.  For additional information including in relation to child care, please get in touch with your 

Manager or Human Resources Partner.
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IBM CONFIDENTIAL

ANNEXURE B - NON-DISCLOSURE AGREEMENT

Agreement Regarding Confidential Information, Intellectual Property, and Other Matters

Serial # :________________   Date Of Hire :  __ __ / __ __ / __ __ __ __

In consideration of my employment or my continued employment by International Business Machines Corporation or one of its 

subsidiaries or affiliates (collectively, “IBM”), which I acknowledge is employment at will, and the payment to me of a salary or other 

compensation during my employment, I agree as follows:

1. I will not, without IBM's prior written permission, disclose to anyone outside of IBM or use in other than IBM's business, either during or 

after my employment, any confidential information or material of IBM, or any information or material received by IBM in confidence from 

third parties, such as suppliers or customers. If I leave the employ of IBM or at the request of IBM, I will return to IBM all property in my 

possession belonging to IBM or received by IBM from any third party, whether or not containing confidential information and whether 

stored on an IBM owned asset or a personally owned asset, including, but not limited to, electronic data, electronic files, diskettes and 

other storage media, drawings, notebooks, reports, and any other hard copy or electronic documents or records. No employee is 

prohibited from reporting possible violations of law or regulation to a government agency, as protected by law.

Confidential information or material of IBM is any information or material: (a) generated or collected by or utilized in the operations of 

IBM; received from any third party; obtained from an entity IBM acquired or in which IBM purchased a controlling interest (including 

information or material received by that entity from a third party); or suggested by or resulting from any task assigned to me or work 

performed by me for or on behalf of IBM; and (b) which has not been made available generally to the public, whether or not expressed in 

a document or other medium and whether or not marked "IBM Confidential" or with any similar legend of IBM or any third party. 

Confidential information or material may include, but is not limited to, information and material related to past, present and future 

development, manufacturing activities, or personnel matters; marketing and business plans; pricing information; customer lists; technical 

specifications, drawings, and designs; prototypes; computer programs; and databases.

2. (a) During my employment with IBM and for two years following the termination of my employment from IBM for any reason, I will not 

directly or indirectly within the Restricted Area solicit, or attempt to or participate or assist in any effort to solicit, any employee of IBM to 

be employed or perform services outside of IBM. For purposes of this Paragraph 2(a), “Restricted Area” shall mean any geographic area in 

the world in which I worked or for which I had job responsibilities, including supervisory responsibilities, during the last twelve (12) 

months of my employment with IBM. Also, for purposes of this Paragraph 2(a), “employee of IBM” shall mean any employee of IBM who 

worked within the Restricted Area at any time in the 12-month period immediately preceding any actual or attempted solicitation.

(b) I agree that during my employment with IBM and for one year following the termination of my employment for any reason, I will not 

directly or indirectly solicit for competitive business purposes any customer with which I was directly or indirectly involved as part of my 

job responsibilities during the twelve (12) months prior to the termination of my employment with IBM. This paragraph 2(b) does not 

apply to any IBM employee whose work location as reflected in IBM records is within the state of California.

I acknowledge that IBM would suffer irreparable harm if I fail to comply with Paragraph 2(a) or (b), and that IBM would be entitled to any 

appropriate relief, including money damages, equitable relief and attorneys’ fees.

3. I will not disclose to IBM, use in its business, or cause it to use, any information or material which is confidential to any third party 

unless authorized by IBM. In addition, I will not incorporate into any product used and/or sold by IBM, any copyrighted materials or 

patented inventions of any third party, unless authorized by IBM pursuant to Paragraph 5.

4. I will comply, and do all things necessary for IBM to comply, with (a) the laws and regulations of all governments under which IBM does 

business, (b) the provisions of contracts between any such government or its contractors and IBM that relate to intellectual property or to 
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the safeguarding of information, and (c) IBM's corporate directives, including, without limitation, policies and information technology 

security standards issued from time to time as well as the IBM Business Conduct Guidelines as amended from time to time.

5. I hereby assign to IBM my entire right, title, and interest in any idea, concept, technique, invention, design (whether the design is 

ornamental or otherwise), computer programs and related documentation, other works of authorship, mask works, and the like (all 

hereinafter called "Developments"), hereafter made, conceived, written, or otherwise created solely or jointly by me, whether or not such 

Developments are patentable, subject to copyright or trademark protection or susceptible to any other form of protection which: (a) relate 

to the actual or anticipated business or research or development of IBM or its subsidiaries or (b) are suggested by or result from any task 

assigned to me or work performed by me for or on behalf of IBM or its subsidiaries.

If, by operation of law such right, title, and interest in Developments vest in IBM upon creation, I acknowledge that such right, title, and 

interest belong to IBM. Also, I hereby assign to IBM my entire right, title and interest in any such Developments that were or are 

suggested by or a result of any task assigned to me or work performed by me for or on behalf of any entity that IBM acquired or in which 

IBM purchased a controlling interest to the extent that any such right, title and interest is not already owned by said entity.

In the case of any "other works of authorship", such assignment or ownership shall be limited to those works of authorship which meet 

both conditions (a) and (b) above.

California Notice: For Developments subject to California law, notwithstanding anything above to the contrary, I understand that this 

assignment does not apply to a Development which qualifies fully under the provisions of Section 2870 of the California Labor Code.

The above provisions concerning assignment or ownership of Developments apply to Developments created while employed by IBM in an 

executive, managerial, professional, product or technical planning, technical, research, programming, or engineering capacity (including 

development, product, manufacturing, systems, applied science, and field engineering) or otherwise.

The assignment of Developments in this Paragraph 5 shall exclude any Developments in which I have a right, title, or interest and that 

were, prior to my employment with IBM, (1) conceived and/or made solely or jointly by me; (2) written wholly or in part by me; or (3) 

expressly stated in an agreement that I executed with another party which precludes an assignment to IBM (collectively, these exceptions 

to assigned Developments hereunder shall be known as “Excluded Developments”). Further, I acknowledge that I will not use or cause to 

be used, any Excluded Developments in IBM’s business, research or development without a written or email authorization to do so from 

both my first and second line manager. For the avoidance of doubt, Excluded Developments shall not comprise any Developments that 

were or are suggested by or resulted from any task assigned to me or work performed by me for or on behalf of any entity that IBM 

acquired or in which IBM purchased a controlling interest, unless assignment of my right, title, and interest in the Development is 

governed by an agreement executed prior to my IBM employment.

I hereby identify any and all Excluded Developments which are not published in a searchable public database (e.g.  United States Patent & 

Trademark Office). In the following table I have provided a brief non-confidential description that sufficiently identifies the Excluded 

Development (e.g. title of publication), the creation date of the Excluded Development, and to the extent my rights to the Excluded 

Development are governed by an agreement, the other named party to the agreement and the date the obligation terminates. 

 

If I do not have any Excluded Developments to declare I have left the following table blank or have written “None,” “Non/Applicable,” or a 

similar designation.

Description of Excluded Development Date Created Named Party/Termination Date

Additional pages may be attached, as appropriate to identify other Excluded Developments, if any. IBM requires you to disclose Excluded 

Developments in this Paragraph 5. If you wish to interest IBM in any Excluded Development, you may contact the Intellectual Property and 

Licensing Department at Corporate Headquarters, which will provide you with instructions for submitting it to IBM.

6.   In connection with any of the Developments assigned by Paragraph 5: (a) I will promptly disclose them in writing to the IBM 
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Intellectual Property Law Department; and (b) I will, on IBM's request, promptly execute a specific assignment of title to IBM or its 

designee, and do anything else reasonably necessary to enable IBM or such designee to secure a patent, copyright or other form of 

protection therefore in the United States and in other countries. In addition, I agree to promptly notify the IBM Intellectual Property Law 

Department in writing of any patent or patent application in which I am an inventor but which is not assigned by Paragraph 5 and which 

discloses or claims any Development made, conceived, or written while I am employed by IBM.I also agree to promptly notify the IBM 

Intellectual Property Law Department if, after I leave the employ of IBM, I am contacted by anyone or any entity outside of IBM regarding 

any transaction, legal or governmental proceeding, litigation or other legal dispute concerning or relating to any of the Developments 

assigned by Paragraph 5.

7.   IBM and its licensees, successors, or assigns (direct or indirect) are not required to designate me as an author of any Development 

which is subject to Paragraph 5, when it is distributed, publicly or otherwise, or to secure my permission to change or otherwise alter its 

integrity. I hereby waive and release, to the extent permitted by law, all rights in and to such designation and any rights I may have 

concerning modifications of such Developments.

I understand that any rights, waivers, releases, and assignments herein granted and made by me are freely assignable by IBM and are for 

the benefit of IBM and its subsidiaries, licensees, successors, and assigns.

8.   I agree that IBM, its services providers and other third parties authorized by IBM will collect, use, store, make available to those who 

have a need-to-know, and otherwise process my personal information to establish, maintain and terminate my employment relationship 

with IBM and for other legitimate business purposes, anywhere in the world. Such personal information, whether provided to IBM, its 

service providers, or third parties directly by me or otherwise gathered, includes my name, photo, contact information, skills, 

compensation, performance, usage of IBM assets, background check results, bank account information, and disability or medical 

information.

I will not use for unauthorized purposes nor share with any unauthorized parties, either during or after my employment, any personal 

information about others to which I may have access during my employment at IBM.

IBM provides numerous opportunities for social computing through blogs, wikis, social networks, virtual worlds and other social media. I 

agree to comply with all IBM policies and practices regarding use of social computing tools and I understand that I am personally 

responsible for the content I post on any social computing tools (whether on IBM’s internal platforms or on third party sites) and that any 

information I post, including any of my personal information, may be made broadly available to others, potentially inside or outside IBM, 

who have access to these tools.

9.   The term “subsidiaries,” as used in this Agreement, includes any entity owned or controlled, directly or indirectly, by International 

Business Machines Corporation.

10.   The term "employment at will," as used in this Agreement, means the employment at the mutual consent of both me and IBM. 

Accordingly, either IBM or I can terminate the employment relationship at will, at any time, with or without cause or advance notice. 

However, this clause does not relieve me of my responsibility to serve the notice period in accordance with my terms of employment, in 

the event of my resignation from the services of IBM.

11.   This Agreement supersedes all previous oral or written communications, representations, understandings, undertakings, or 

agreements relating to the subject matter hereof, except as expressly agreed otherwise by IBM in writing upon my hire or transfer of 

employment to IBM. Any waiver of a term in this Agreement and any amendment to this Agreement may only be made in a writing signed 

by the Senior Vice President of Human Resources for International Business Machines Corporation and myself.

12.   This Agreement shall be governed by the laws of India. If any provision of this Agreement is unenforceable at law, the remainder 

shall remain in effect. I recognize that any violation of my obligations described herein would cause IBM to suffer irreparable harm and 

can result in disciplinary action, including dismissal from IBM, and any other appropriate relief for IBM including money damages, 

equitable relief and attorneys fees.

13.   This Agreement shall constitute a part of my terms of employment with IBM, and is executed contemporaneously with my offer of 

employment/ employment contract with IBM.
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My agreement, and my acknowledgment of receipt of a copy of this Agreement, are indicated by my signature below.

Employee's Full Name Employee's Signature Employee Serial No. Date
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July 30, 2019

IBM India Private Limited

Manyata Embassy Business Park,

G2 Block, Nagwara Outer Ring Road, 

Bangalore - 560045, India. 

Tel : 91-80-49139999 

http://www-07.ibm.com/in/careers/

Dear SHADHA  SAKKARIYA P

The world is at a major turning point; technology is enabling entirely new forms of business  operations, 

business models, industries and outcomes. We have exponentially more power to reach the full potential of 

our life's work than any humans before us. This is IBM’s vision for the future.

We invite you to join us as a Technical Support Associate, in band 3  to do your best work ever. You will be 

working alongside passionate IBMers, business & technology experts, who are constantly building their 

knowledge and expertise to find the best solutions to help our clients achieve their goals and create new 

possibilities.

At IBM you will experience an inclusive and collaborative culture where you can offer ideas and solutions, no 

matter your experience or area of expertise - you have an audience that listens from Day 1. You will have 

access to world-class learning opportunities to help you create the career you’ve always imagined. Join us and 

you’ll be proud to call yourself an IBMer.

Your letter of employment is attached, for your review and acceptance. Please do not hesitate to reach out to 

us in case of queries or concerns. We look forward to hearing from you soon and welcome you to be a part of 

our team.

http://www-/
http://www-07.ibm.com/in/careers/
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July 30, 2019

IBM India Private Limited

Manyata Embassy Business Park,

G2 Block, Nagwara Outer Ring Road, 

Bangalore - 560045, India. 

Tel : 91-80-49139999 

http://www-07.ibm.com/in/careers/

Dear SHADHA  SAKKARIYA P

We are pleased to offer you the position of Technical Support Associate, in band 3  at IBM India Pvt Ltd(IBM 

or Company). The terms and conditions of your employment contract at IBM are detailed below. Please read 

these important details carefully, including your compensation and benefits.

Acceptance and Commencement

Your appointment will be effective on your joining date, i.e August 1, 2019. Please contact us immediately if 

you require an alternative joining date. If you do not confirm your acceptance or we are unable to set an 

alternative date, this offer will be withdrawn.

To confirm your acceptance of this offer, you are required to:

 Accept this offer by selecting the 'accept' option at the bottom of the form. Please note that if you do 

not provide your acceptance, you will not be allowed to join on the joining date specified above.

 Any change of joining date must be communicated to the recruiter at least 5 days prior to your original 

joining date. The new joining date must be a weekday (except Saturday & Sunday) and should be no 

later than 5 days from the joining date specified above.

 On your first day of employment, please report at 9:00 am to the Main Lobby located at Block 

D3,Manyata Embassy Business Park, Nagawara Outer Ring road, Bangalore-560045. You will meet with 

your Onboarding Specialist who will assist you with your joining formalities. If you have questions 

about your First Day Start Paperwork, send a mail to pronboar@in.ibm.com

On your joining date, please bring (i) 1 copy of this letter duly signed and dated by you (ii) 2 self photographs 

(passport size, color with white background) (iii) One set of print outs of the completed on boarding forms & 

Originals (iv) Aadhaar number (If you do not have one, please apply immediately and provide the enrolment 

number on the day of onboarding). This is required to facilitate remittance of your provident fund to the 

Employees Provident Fund Organization, as well as for any other purposes that may be required by statutory 

and regulatory authorities. Please note that Aadhaar is currently not mandatory for employees who do not 

hold an Indian passport, hence please notify us in advance if you fall within this category (v) Two sets of 

photocopies of the following mandatory documents:

http://www-/
http://www-07.ibm.com/in/careers/
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 Relieving document from most recent employer - Relieving letter or Service Certificate or Resignation 

acceptance email with last Working day (LWD) confirmation

 Passport and Pan card- If you do not have Passport or Pan card you need to bring one of the following 

IDs.

o Voter ID card

o Driving License

o Aadhaar Card

o Senior Secondary result/certificate with DOB and photo (for University hires only)

 In the absence of Passport and Pan card, apply for the same immediately and carry on one of the 

following as mentioned above to complete on boarding process.

 Disability certificate - If you have stated in your application to IBM that you are differently abled, 

please bring the disability certificate as per the prescribed format, duly filled & signed.

 Name change document - If you have ever changed your name at any point of time, and for any reason 

whatsoever.

 Valid Indian Work Permit, if applicable.

 Education documents (For University hires only) :- Degree certificate and all year mark sheets for the 

highest degree attained.

The other terms and conditions of the offer are as follows:

 Your employment with the Company is at all times subject to you having a valid work permit from the 

Government of India. It is your responsibility to obtain and maintain throughout your employment a 

valid work permit. A copy of the work permit needs to be furnished by you on the date of on boarding, 

failing which you will not be permitted to join.

 Your initial posting will be in BANGALORE . However, your services are transferable, and you may be 

assigned to any other department, location or office of IBM, a subsidiary, or associate company as the 

Company may decide from time to time. Your project, designation or role may be changed at the 

discretion of the Company depending on the work assigned to you. In such case, you will be governed 

by the policies of that location and role.

 You acknowledge that the technology industry undergoes rapid transformations and structural 

changes. In this context, IBM frequently enters into agreements with other entities, including 

outsourcing arrangements, transitions, mergers, acquisitions, divestitures and other corporate actions. 

If any such action relates to your role / position, you agree to cooperate with IBM and take any 

necessary steps to ensure a smooth transition.

 Your appointment and continued employment at IBM is conditional upon satisfactory reference & 

background checks including verification of your application materials, education and employment 

history. 

 Your employment is also contingent upon your ability to work for the Company without restriction (i.e. 

you do not have any non-compete obligations or other restrictive clauses with any previous employer). 

If any information furnished by you in your application for employment or during the selection process 

is found at any time during your employment to be incorrect or false, and/or if you have suppressed 

material information regarding your qualifications and experience, the Company may terminate your 

services without notice or compensation.
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 Your designation may be changed at the discretion of the Company depending on the work assigned 

to you.

 You may be required to travel on Company work and you will be reimbursed expenses as per Company 

policy.

 If you are absent for a continuous period of 8 days without leave or obtaining your manager’s 

approval, you will be deemed to have voluntarily terminated your service without notice.

 You will be on probation until your successful completion of the probationary period is confirmed in 

writing. The normal probation period is [1] year but may be extended or confirmed earlier based on 

your performance and at your manager’s discretion. At any time during your probationary period, 

either you or the Company may terminate your service by giving 30 days notice or basic salary in lieu 

thereof.

 Upon completion of your probation period and confirmation as a regular employee, you or the 

Company may terminate your service at any time by giving 90 days notice or basic salary in lieu 

thereof. However due to exigencies of business the Company may at its sole discretion reject the 

salary in lieu of notice and ask you to serve the entire or part of the notice period. You shall not be 

deemed to have been relieved of your services except upon issue of a letter by the Company to that 

effect.

 IBM encourages and fosters a culture of strong performance from its employees. Accordingly during 

your service with IBM, you will be required to comply with the following:

o The Company presents multiple opportunities across technologies to support employees 

develop their skills and build their career. You shall maintain a satisfactory level of 

performance at all times.

o You agree to utilize IBM’s resources, materials and training programs as applicable, and shall 

ensure that your skills are at all times current and relevant to IBM's business.

o You may be required to undergo certain training and assessment programs from time to time 

and shall complete the same to the satisfaction of IBM.

o You also understand and acknowledge that IBM requires its employees to be productively and 

effectively utilized at all times. IBM maintains listings of open positions on its internal job 

postings page. If you are no longer deployed on a project/ assignment, you shall search for 

positions that are commensurate with your skills and experience and ensure you are effectively 

utilized. If selected for such positions, your movement to these positions will be subject to 

IBM’s processes and policies.

o You will be aware that the Company works on a round the clock model depending on customer 

needs. You hereby consent, should your role require it, to working on any shift, including night 

shift, to support the business requirements of the Company.

o Your compliance with the above terms and conditions shall be reviewed from time to time and 

shall be an integral condition of your continued employment with IBM.
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 You will retire from the services of the Company on attaining 58 years. Retirement action will be 

performed one day prior to the last working day of the retiring month.

 Upon your resignation or retirement from the Company or termination of your services, you are 

required to return all assets and property of the Company such as documents, machines, data, files 

and books etc. (including but not limited to leased properties).

 Any and all of the terms and conditions of service may be modified or changed at the Company’s 

discretion.

 You will, by default, be enrolled in IBM’s Group Mediclaim Insurance Policy, unless you choose to opt 

out. A nominal premium will be charged to you for the same, for as long as you participate in the 

Policy. All benefits as outlined herein and in IBM policies are subject to change at the Company’s 

discretion. You will be entitled to privilege leave in accordance with the Company’s policy as applicable 

from time to time.

 It is your responsibility to notify the Company of any changes in your personal information within 3 

working days. All notices shall be considered duly and properly delivered to the address on file with 

the Company.

 Your individual remuneration is strictly confidential and is detailed in Annexure A. It has been 

determined based on numerous factors such as your job, skills-specific background, and professional 

merit. This information and any changes made therein should be treated as personal, confidential and 

should not be disclosed to any person without IBM’s prior written authorization.

 During your service with the Company, you are expected to devote your whole time and attention to 

the Company's affairs and refrain from directly or indirectly engaging in any other employment or 

business in any role or capacity.

 Information pertaining to IBM operations and intellectual property is confidential as detailed in 

Annexure B. You will also be bound by more specific non-disclosure agreements on sensitive issues 

based on business requirements. If you are bound by a confidentiality agreement with a previous 

employer, you must notify the Company and indemnify the Company against any breach thereof.

 You hereby agree to abide by all the rules and regulations of the Company and accept the policies and 

processes of the Company which are in force from time to time and the Company shall have the right 

to vary or modify any or all of the rules, regulations or policies and the same shall be binding on you.

 All employees are required to read and comply with IBM’s Business Conduct Guidelines and sign a 

statement to this effect. Any breach of the Guidelines or the terms and conditions of employment may 

result in termination of your service without notice or compensation.

 You will abide by all the rules and regulations of the Company which are in force from time to time and 

the Company shall have the right to vary or modify any or all of the above terms and conditions which 

shall be binding on you.

 This offer is conditional upon your having a valid Passport. If you do not have a passport as of the date 

of this offer, you are required to apply for one immediately and produce the relevant 

acknowledgement on the day of your on boarding. Should you be denied a passport or if you are 

otherwise unable to produce a copy of your passport, IBM shall be entitled to terminate your 

employment for cause. It is a condition of your employment that you have a valid passport at all times.

 You will be required to register your profile with National Skills Registry once you join IBM. The details 

on the National Skills Registry are available on www.nationalskillsregistry.com .To complete the 

registration process, you will be required to submit a photograph, a photo identity proof and 

registration fee of  INR 300 + (Service taxes as applicable) - which includes  INR 50/- annual usage fee 

http://www.nationalskillsregistry.com/
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at the POS (Point of Service) helpdesk at IBM office Registration with National Skills Registry is 

mandatory and should be completed within 30 days from your date of joining.

 You will be required to provide the Aadhaar Number on the day of onboarding and the same must be 

updated on the HR Systems mandatorily within 30 days of your onboarding. Please do ensure that the 

name as per Aadhaar is exactly the same as the name given by you to IBM , and that appears on this 

employment contract. In case there is a mismatch please have the same rectified with Aadhaar 

authority (UIDAI) prior to onboarding.
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IBM CONFIDENTIAL

ANNEXURE A

DATE July 30, 2019

NAME
SHADHA  SAKKARIYA P

BAND
3  

DESIGNATION Technical Support Associate LOCATION BANGALORE

Compensation Components IBM Offer (in INR)

1. Annual Basic Salary 180000

2. Annual Flexible Benefit Plan (FBP) 67314

Annual Reference Salary 247314

3. Retirals

   a) Provident Fund (PF) 21600

   b) Gratuity @ 4.8% 8640

Annual Reference Salary + Retirals 277554

4. Performance Linked Variable Pay 0 to 43800

5. Annual Potential Compensation Annual Reference Salary + Retirals + Performance 

Linked Variable Pay

*Company currently has performance linked variable pay program with performance measured against criteria 

announced at monthly or quarterly frequency. This forms a part of the variable earnings and actual earnings & 

frequency of payment will be as per the defined Company Policies. The management reserves the right at its 

discretion to modify/amend/withdraw/continue with the program.

All salary components may be subject to restructuring or modification based on IBM policies.

OTHER BENEFITS:

 By default, you will be enrolled in the Group Mediclaim Policy. You need to enroll your immediate 

family (Spouse & up to Four Children) within 45 days of joining.  If you wish to do so, a nominal 
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premium for covering you and your family will be charged to you unless you choose to opt out for 

yourself and family.

 Group Term Life and Accident Rider Coverage

OTHER COMMITMENTS/ CONDITIONS
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The impact of today's technology and pace of change is tremendous. We hope you're as excited as we are to 

play a part in that revolution. At IBM, we're changing the world every day and we will be delighted to have you 

as part of our team. To confirm your acceptance of this offer letter on the terms and conditions specified 

herein, please sign in the space specified below and return the signed copy to IBM on your on boarding day.

Signed By - IBM Authorized Signatory

Director - Talent Acquisition ISA

ACCEPTANCE OF APPOINTMENT TERMS AND CONDITIONS (TO BE UPDATED BY THE CANDIDATE ON THE DATE 

OF JOINING))

I agree that I have read, understand, and accept employment with IBM under the terms and conditions stated 

above. By signing on this offer, I also agree and acknowledge that this offer letter does not require a physical 

signature, and the issuance of this offer of employment to me, my acceptance of this offer, and IBM's 

acknowledgment of the same and the affixing of a signature by the IBM representative shall be adequate to 

constitute a valid contract of employment between IBM India Pvt Ltd. and me. (Please sign below to confirm 

that you agree with the terms and conditions stated in this offer.)

SIGNATURE

------------------------------------------------------------------------------

PRINTED NAME

------------------------------------------------------------------------------

DATE OF JOINING

------------------------------------------------------------------------------

DATE

------------------------------------------------------------------------------

VERIFIED BY (FOR OFFICE USE ONLY - TO BE UPDATED BY ON BOARDING SPECIALIST)

SIGNATURE

-----------------------------------------------------------------------------

PRINTED NAME

-----------------------------------------------------------------------------

DATE

-----------------------------------------------------------------------------
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IBM CONFIDENTIAL

Explanation of Compensation Components

Component Summary Explanation*

1. Basic Salary
The fundamental salary component to which many other compensation 

components are linked.

2. Flexible Benefit Plan (FBP)

The FBP allows employees to choose a benefit basket that suits their needs. For 

certain elements, employees may avail of tax exemptions as per prevailing tax 

laws. The elements are listed below.

(a) Leave Travel Allowance 

(LTA)

LTA can be used for up to maximum of economy class airfare twice during a 4 

year period as per Income tax rules.

(b) House Rent Allowance Maximum 50% of Basic Salary per annum. To be used for house rent.

(c) “Flat” Allowance Remaining FBP funds and is a taxable amount.

3.  Retirals
These elements of compensation are not paid out until later when certain 

conditions are met.

(a) Provident Fund (PF) 12% of Basic Salary is contributed to the Provident Fund.

(b) Gratuity

4.8% of Basic Salary, which denotes the company's contribution to the Gratuity 

Fund based on actuarial calculations. You are not entitled to this amount as a 

cash component as this is intended to be a retiral benefit. Gratuity is payable to 

you as per the IBM Gratuity Trust Fund Rules and the Payment of Gratuity Act, 

1972, on cessation of your employment after at least 5 years of continuous 

service with the Company. The amount of gratuity payable shall not exceed 

Twenty Lakh rupees (INR 2,000,000).

(c) ESIC

Until your monthly wages are up to INR 21,000/- per month, or such other 

amount prescribed by law, you will be covered under Employee State Insurance 

Act, 1948 (ESIC) and will be entitled to avail benefits under the same.

Annual Reference Salary Annual Basic Salary + Annual FBP

4. Performance Linked 

Variable Pay

Amount of Target earnings mentioned under Performance Linked Variable Pay 

Program is determined based on your specific role and process/client aligned and 

subject to change based on any changes to your roles & responsibilities. This 

forms a part of the variable earnings and actual earnings & frequency of payment 

will be as per the defined Company Policies. The management reserves the right 

at its discretion to modify/amend/withdraw/continue with the program.

*For detailed information please refer to Company policies, which are subject to change from time to time.
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IBM CONFIDENTIAL

Other Benefits– Additional Information*

Group Term Life Insurance Plan:

This is a company paid benefit which provides group term life coverage to all employees of IBM India Pvt. Ltd. The benefit 

basis for life coverage is sixty times monthly basic salary subject to a minimum and a maximum coverage as stated in the 

policy. The coverage is subject to completion of the Insurance Company’s prescribed insurance underwriting procedure 

and awarding of coverage by the insurance company.  Coverage applies world-wide, 24 hours a day.

Group Personal Accident Plan:

This is a company paid benefit which provides group personal accident coverage to all employees of IBM India Pvt. Ltd. 

The benefit basis for accident coverage against permanent total disability, permanent partial disability and 

dismemberment is sixty times monthly basic salary subject to a minimum and a maximum coverage as stated in the 

policy. Coverage applies world-wide, 24 hours a day.

Group Mediclaim Insurance Policy for Self and nuclear family (spouse and up to 4 children)

By default, you will be enrolled in the Group Mediclaim Policy from the date of your joining with a coverage of up to INR 3 

Lakh per year under Family Floater plan. As part of that, you can also enroll your immediate family (Spouse & up to Four 

Children) through our Third-Party Administrator’s (TPA) website within 45 days of your joining. If you decide to avail 

Mediclaim insurance policy, there will be an applicable Co-share of premium deduction from your salary. If you wish not 

to be covered, you may choose to opt out within 45 days of joining. You have the option of enhancing this cover up to a 

maximum of INR 10 Lakh per year (incremental premium to be borne by employee).

You also have the opportunity of purchasing insurance coverage for your parents. This is on an individual coverage basis 

and the premium incurred is to be borne by you.

Mid-term inclusion of only new born babies (within 45 days of the child birth) and newly married spouse (within 45 days 

from the date of marriage) is allowed. The insurance coverage for the newly acquired dependent (spouse/child) will be 

with effect from the date of event (marriage/ birth whichever is applicable)

*Subject to enrolling the new dependent within 45 days from the date of event.

All hospitalization claims under the Medical Insurance Policy pertaining to employee is borne by insurer at 90:10%. Claims 

pertaining to dependents (spouse, children and parents) will be borne by insurer and employee on a 80% : 20% basis.

Critical Illness Buffer

This benefit is provided to help you and your nuclear family in times of medical emergencies. If an employee, spouse, or 

child is diagnosed with any of the illnesses defined under the "Critical Illness Buffer" criteria, you can also be eligible for an 

additional amount of INR 7 Lakh for required treatment once the Family Floater and any additional cover (if taken) is 

exhausted. This is subject to available Corporate Buffer and policy T&C.

Domiciliary Benefit

Domiciliary expenses on out-patient care for employee, spouse and children up to a maximum of INR 10,000/- ( at 50% 

Co-pay) is also provided to employees who participate in the Group Mediclaim Insurance Policy.

National Pension System (NPS)
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NPS is a voluntary defined contribution-based scheme option provided to all IBM India Regular employees. It’s a tax saving 

retirement vehicle for which you can enroll by declaring your monthly contribution, minimum Rs. 500 per month and 

maximum of 10% of your Flexible Benefit Plan, on IBM Intranet. You can find more details about this program on IBM 

intranet.

Compensation under Employees Compensation Act

All IBM employees are entitled for compensation under the Employee's Compensation Act, 1923, as amended from time to 

time. The compensation under the Act will be inclusive of the coverage amount under Group term Life Insurance Plan and 

shall be paid under following circumstances:

a) in case of personal injury caused to  an employee by an accident arising out of and in the course of his employment 

resulting in total or partial disablement of the employee for a period exceeding three days. Provided that the accident is 

not directly attributable to the employee having being under the influence of drink or drugs or willfully disobedience of 

any order expressively given for the safety of employees or willfully removal or disregard of any safety guard or other 

device provided for the purpose of securing safety of employees. 

b) In case of any injury resulting in Death or permanent total disability.

c) In case of occupational disease as defined under the Act.

 

* For detailed information, please refer the Company's Intranet. Company benefits, and policies are subject to withdrawal; change from 

time to time at the sole discretion of the Company and without the need of any prior notice to the employees.

* IBM reserves the right, in its sole discretion, to amend, change, suspend, or terminate any benefit or other plan, program, practice or 

policy of IBM at any time. IBM does not have any obligation to, and nothing contained in these documents shall be construed as creating 

an express or implied obligation or promise on the part of IBM to, maintain, continue to offer, or make available such plans, programs, 

practices or policies.

Maternity Benefit:

All women IBM employees are entitled for maternity benefits in accordance with the Maternity Benefit Act, 1966 and IBM 

Maternity Leave Policy as may be amended from time to time. These benefits currently include:

1) Maternity Leave for:

a) Delivery: Women employees who have been in continuous service for at least 80 days in the 12 months prior to the 

commencement of maternity leave are entitled to up to 26 weeks of maternity leave with full pay of which not more than 8 

weeks shall precede the expected delivery date.

b) Miscarriage/Medical termination: In case of miscarriage or medical termination of pregnancy, a women employee is 

entitled to 6 weeks of leave with full pay immediately following the day of miscarriage or medical termination of 

pregnancy.

c) Tubectomy: In case of tubectomy operation, a women employee is entitled to 2 weeks of leave with full pay immediately 

following the day of her tubectomy operation.

d) Illness: Women employees suffering from illness arising out of pregnancy, delivery, premature birth of child, 

miscarriage, medical termination of pregnancy or tubectomy operation are entitled to an additional period of 4 weeks 

leave with full pay.

2) Leave for Adoption/Surrogacy: Women employees who have been in continuous service for at least 80 days in the 12 

months prior to the commencement of maternity leave are entitled to up to 12 weeks of maternity leave with full pay upon 

the adoption of a child or in case the employee has used the surrogacy arrangement.

3) Group Medical Insurance Policy covers expenses for pre and post natal consultations, prescribed medications and 
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prescribed investigations incurred up to 60 days after maternity.  The expenses covered are up to a maximum of INR 

10,000 per maternity event. This benefit is a sub limit of the maternity benefit of INR 50,000 and is reimbursed on 

production of complete and detailed bill and documents.

4) Women employees returning from Maternity can opt for work from home option if the role or function allows for remote 

working.

Kindly refer IBM Maternity leave policy and IBM Flexible work option policy in effect from time to time for more details in 

respect of the above benefits.  For additional information including in relation to child care, please get in touch with your 

Manager or Human Resources Partner.
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IBM CONFIDENTIAL

ANNEXURE B - NON-DISCLOSURE AGREEMENT

Agreement Regarding Confidential Information, Intellectual Property, and Other Matters

Serial # :________________   Date Of Hire :  __ __ / __ __ / __ __ __ __

In consideration of my employment or my continued employment by International Business Machines Corporation or one of its 

subsidiaries or affiliates (collectively, “IBM”), which I acknowledge is employment at will, and the payment to me of a salary or other 

compensation during my employment, I agree as follows:

1. I will not, without IBM's prior written permission, disclose to anyone outside of IBM or use in other than IBM's business, either during or 

after my employment, any confidential information or material of IBM, or any information or material received by IBM in confidence from 

third parties, such as suppliers or customers. If I leave the employ of IBM or at the request of IBM, I will return to IBM all property in my 

possession belonging to IBM or received by IBM from any third party, whether or not containing confidential information and whether 

stored on an IBM owned asset or a personally owned asset, including, but not limited to, electronic data, electronic files, diskettes and 

other storage media, drawings, notebooks, reports, and any other hard copy or electronic documents or records. No employee is 

prohibited from reporting possible violations of law or regulation to a government agency, as protected by law.

Confidential information or material of IBM is any information or material: (a) generated or collected by or utilized in the operations of 

IBM; received from any third party; obtained from an entity IBM acquired or in which IBM purchased a controlling interest (including 

information or material received by that entity from a third party); or suggested by or resulting from any task assigned to me or work 

performed by me for or on behalf of IBM; and (b) which has not been made available generally to the public, whether or not expressed in 

a document or other medium and whether or not marked "IBM Confidential" or with any similar legend of IBM or any third party. 

Confidential information or material may include, but is not limited to, information and material related to past, present and future 

development, manufacturing activities, or personnel matters; marketing and business plans; pricing information; customer lists; technical 

specifications, drawings, and designs; prototypes; computer programs; and databases.

2. (a) During my employment with IBM and for two years following the termination of my employment from IBM for any reason, I will not 

directly or indirectly within the Restricted Area solicit, or attempt to or participate or assist in any effort to solicit, any employee of IBM to 

be employed or perform services outside of IBM. For purposes of this Paragraph 2(a), “Restricted Area” shall mean any geographic area in 

the world in which I worked or for which I had job responsibilities, including supervisory responsibilities, during the last twelve (12) 

months of my employment with IBM. Also, for purposes of this Paragraph 2(a), “employee of IBM” shall mean any employee of IBM who 

worked within the Restricted Area at any time in the 12-month period immediately preceding any actual or attempted solicitation.

(b) I agree that during my employment with IBM and for one year following the termination of my employment for any reason, I will not 

directly or indirectly solicit for competitive business purposes any customer with which I was directly or indirectly involved as part of my 

job responsibilities during the twelve (12) months prior to the termination of my employment with IBM. This paragraph 2(b) does not 

apply to any IBM employee whose work location as reflected in IBM records is within the state of California.

I acknowledge that IBM would suffer irreparable harm if I fail to comply with Paragraph 2(a) or (b), and that IBM would be entitled to any 

appropriate relief, including money damages, equitable relief and attorneys’ fees.

3. I will not disclose to IBM, use in its business, or cause it to use, any information or material which is confidential to any third party 

unless authorized by IBM. In addition, I will not incorporate into any product used and/or sold by IBM, any copyrighted materials or 

patented inventions of any third party, unless authorized by IBM pursuant to Paragraph 5.

4. I will comply, and do all things necessary for IBM to comply, with (a) the laws and regulations of all governments under which IBM does 

business, (b) the provisions of contracts between any such government or its contractors and IBM that relate to intellectual property or to 
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the safeguarding of information, and (c) IBM's corporate directives, including, without limitation, policies and information technology 

security standards issued from time to time as well as the IBM Business Conduct Guidelines as amended from time to time.

5. I hereby assign to IBM my entire right, title, and interest in any idea, concept, technique, invention, design (whether the design is 

ornamental or otherwise), computer programs and related documentation, other works of authorship, mask works, and the like (all 

hereinafter called "Developments"), hereafter made, conceived, written, or otherwise created solely or jointly by me, whether or not such 

Developments are patentable, subject to copyright or trademark protection or susceptible to any other form of protection which: (a) relate 

to the actual or anticipated business or research or development of IBM or its subsidiaries or (b) are suggested by or result from any task 

assigned to me or work performed by me for or on behalf of IBM or its subsidiaries.

If, by operation of law such right, title, and interest in Developments vest in IBM upon creation, I acknowledge that such right, title, and 

interest belong to IBM. Also, I hereby assign to IBM my entire right, title and interest in any such Developments that were or are 

suggested by or a result of any task assigned to me or work performed by me for or on behalf of any entity that IBM acquired or in which 

IBM purchased a controlling interest to the extent that any such right, title and interest is not already owned by said entity.

In the case of any "other works of authorship", such assignment or ownership shall be limited to those works of authorship which meet 

both conditions (a) and (b) above.

California Notice: For Developments subject to California law, notwithstanding anything above to the contrary, I understand that this 

assignment does not apply to a Development which qualifies fully under the provisions of Section 2870 of the California Labor Code.

The above provisions concerning assignment or ownership of Developments apply to Developments created while employed by IBM in an 

executive, managerial, professional, product or technical planning, technical, research, programming, or engineering capacity (including 

development, product, manufacturing, systems, applied science, and field engineering) or otherwise.

The assignment of Developments in this Paragraph 5 shall exclude any Developments in which I have a right, title, or interest and that 

were, prior to my employment with IBM, (1) conceived and/or made solely or jointly by me; (2) written wholly or in part by me; or (3) 

expressly stated in an agreement that I executed with another party which precludes an assignment to IBM (collectively, these exceptions 

to assigned Developments hereunder shall be known as “Excluded Developments”). Further, I acknowledge that I will not use or cause to 

be used, any Excluded Developments in IBM’s business, research or development without a written or email authorization to do so from 

both my first and second line manager. For the avoidance of doubt, Excluded Developments shall not comprise any Developments that 

were or are suggested by or resulted from any task assigned to me or work performed by me for or on behalf of any entity that IBM 

acquired or in which IBM purchased a controlling interest, unless assignment of my right, title, and interest in the Development is 

governed by an agreement executed prior to my IBM employment.

I hereby identify any and all Excluded Developments which are not published in a searchable public database (e.g.  United States Patent & 

Trademark Office). In the following table I have provided a brief non-confidential description that sufficiently identifies the Excluded 

Development (e.g. title of publication), the creation date of the Excluded Development, and to the extent my rights to the Excluded 

Development are governed by an agreement, the other named party to the agreement and the date the obligation terminates. 

 

If I do not have any Excluded Developments to declare I have left the following table blank or have written “None,” “Non/Applicable,” or a 

similar designation.

Description of Excluded Development Date Created Named Party/Termination Date

Additional pages may be attached, as appropriate to identify other Excluded Developments, if any. IBM requires you to disclose Excluded 

Developments in this Paragraph 5. If you wish to interest IBM in any Excluded Development, you may contact the Intellectual Property and 

Licensing Department at Corporate Headquarters, which will provide you with instructions for submitting it to IBM.

6.   In connection with any of the Developments assigned by Paragraph 5: (a) I will promptly disclose them in writing to the IBM 
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Intellectual Property Law Department; and (b) I will, on IBM's request, promptly execute a specific assignment of title to IBM or its 

designee, and do anything else reasonably necessary to enable IBM or such designee to secure a patent, copyright or other form of 

protection therefore in the United States and in other countries. In addition, I agree to promptly notify the IBM Intellectual Property Law 

Department in writing of any patent or patent application in which I am an inventor but which is not assigned by Paragraph 5 and which 

discloses or claims any Development made, conceived, or written while I am employed by IBM.I also agree to promptly notify the IBM 

Intellectual Property Law Department if, after I leave the employ of IBM, I am contacted by anyone or any entity outside of IBM regarding 

any transaction, legal or governmental proceeding, litigation or other legal dispute concerning or relating to any of the Developments 

assigned by Paragraph 5.

7.   IBM and its licensees, successors, or assigns (direct or indirect) are not required to designate me as an author of any Development 

which is subject to Paragraph 5, when it is distributed, publicly or otherwise, or to secure my permission to change or otherwise alter its 

integrity. I hereby waive and release, to the extent permitted by law, all rights in and to such designation and any rights I may have 

concerning modifications of such Developments.

I understand that any rights, waivers, releases, and assignments herein granted and made by me are freely assignable by IBM and are for 

the benefit of IBM and its subsidiaries, licensees, successors, and assigns.

8.   I agree that IBM, its services providers and other third parties authorized by IBM will collect, use, store, make available to those who 

have a need-to-know, and otherwise process my personal information to establish, maintain and terminate my employment relationship 

with IBM and for other legitimate business purposes, anywhere in the world. Such personal information, whether provided to IBM, its 

service providers, or third parties directly by me or otherwise gathered, includes my name, photo, contact information, skills, 

compensation, performance, usage of IBM assets, background check results, bank account information, and disability or medical 

information.

I will not use for unauthorized purposes nor share with any unauthorized parties, either during or after my employment, any personal 

information about others to which I may have access during my employment at IBM.

IBM provides numerous opportunities for social computing through blogs, wikis, social networks, virtual worlds and other social media. I 

agree to comply with all IBM policies and practices regarding use of social computing tools and I understand that I am personally 

responsible for the content I post on any social computing tools (whether on IBM’s internal platforms or on third party sites) and that any 

information I post, including any of my personal information, may be made broadly available to others, potentially inside or outside IBM, 

who have access to these tools.

9.   The term “subsidiaries,” as used in this Agreement, includes any entity owned or controlled, directly or indirectly, by International 

Business Machines Corporation.

10.   The term "employment at will," as used in this Agreement, means the employment at the mutual consent of both me and IBM. 

Accordingly, either IBM or I can terminate the employment relationship at will, at any time, with or without cause or advance notice. 

However, this clause does not relieve me of my responsibility to serve the notice period in accordance with my terms of employment, in 

the event of my resignation from the services of IBM.

11.   This Agreement supersedes all previous oral or written communications, representations, understandings, undertakings, or 

agreements relating to the subject matter hereof, except as expressly agreed otherwise by IBM in writing upon my hire or transfer of 

employment to IBM. Any waiver of a term in this Agreement and any amendment to this Agreement may only be made in a writing signed 

by the Senior Vice President of Human Resources for International Business Machines Corporation and myself.

12.   This Agreement shall be governed by the laws of India. If any provision of this Agreement is unenforceable at law, the remainder 

shall remain in effect. I recognize that any violation of my obligations described herein would cause IBM to suffer irreparable harm and 

can result in disciplinary action, including dismissal from IBM, and any other appropriate relief for IBM including money damages, 

equitable relief and attorneys fees.

13.   This Agreement shall constitute a part of my terms of employment with IBM, and is executed contemporaneously with my offer of 

employment/ employment contract with IBM.
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My agreement, and my acknowledgment of receipt of a copy of this Agreement, are indicated by my signature below.

Employee's Full Name Employee's Signature Employee Serial No. Date



Annexure -1 
 

 

Please carry the following documents in original along with a Photostat copy on your date of joining. 

The original documents will be returned on the same day after verification. 

 
SL No Description 

Document Checklist 

1 Printout of IBS Offer Letter/Hard copy of Offer Letter. 

Documents Related to Academics 

2 SSLC / Std.10th : Mark list 

3 Pre-Degree / Std.12th : Mark list 

4 Graduation : Degree Certificate/Provisional Certificate 

5 Graduation : Consolidated Mark list/Final Mark List 

6 Post-Graduation : Degree Certificate/ Provisional Certificate 

7 Post-Graduation: Consolidated Mark list /Final Mark list 

8 Certificates of any additional certifications undergone 

Employment Related Documents 

9 Relieving Letter and Experience Letter of all your previous employers 

10 Last three months’ salary slip/salary certificate from immediate previous company 

Other Relevant Documents 

11 Passport 

12 PAN Card 

13 Aadhar Card 

14 Permanent Address Proof – Voter’s card /Driving License 

15 Passport Size Color Photo with white background (5 in number) 

• Gentlemen – Formals ( Tie : Optional) 

• Ladies - Photo in Saree / Western Formals/ Salwar 

16 A digital copy of the passport size photo (300 dpi resolution) for the permanent ID card 
creation 

17 New Hire Profile Form (This will be shared 2 weeks prior to joining date) 

18 PF Account Number, UAN number, Labour Welfare Fund Account number (if any) 

 

 

Other Details Required For Verification 

1 Employment Related Details 

  
 Employee code at your previous companies 

 Reference Details: Supervisor and HR contact details of your last two employers 

(Telephone number and Mail IDs) 

2 Address Details 

  Permanent and Current address along with PIN number 



Annexure -2 

 

 

 

Dress Code 

Gentlemen 

• Formals ( Tie : Optional) : Monday- Thursday 
• Business Casuals - Friday 

Ladies 
• Formal Dressing (Churidhar/ Saree/Western Formals): Monday - Thursday 
• Business Casuals – Friday 

Working Hours 

 
• We work five days in a week from 08:30 AM to 05:30 PM 
• Saturdays and Sundays are non-working days 
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Date: 26-Feb-19 

 
 
 
Rose Mary Poly 
SCMS School of Engineering & Technology, Karukutty 
 
 
 
 

Appointment Offer: Software Engineer 

 
 

 

Dear Rose Mary Poly, 

Following your interview with us, we are pleased to appoint you as Software Engineer in 

IBS Software Pvt. Ltd. (the “Company”), subject to your acceptance of the terms and 

conditions contained herein.  

Terms and conditions of the Offer       

1. Pre-requisites   

a) This appointment and continuance of your employment will be subject to your 

being medically fit by our medical panel and also subject to you clearing the 

background verification exercise undertaken by the company. A consent form 

is attached along with this offer letter. You are required to return a signed 

consent form for initiating the background verification on the date of joining. 

 

b) You will have to bring 5 copies of your latest passport size colour 

photographs, and the originals and one set of copies of all certificates 

specified in Annexure 1 on the joining date. Your appointment will be subject 

to verification of your certificates against the information provided by you in 

your resume and during the interview.  

2. Posting 

Your initial posting would be at the office of the Company situated at Unit No’s 401 & 
402, SCK-01, Smartcity Campus, Thengode PO, 682030, Kakkanad, Kerala. Your 

services are, however, liable to be transferred to any of our other offices or offices of 

our existing or future affiliates, clients or associates, in India or abroad, at the sole 

discretion of the Company. 

 

3. Reporting Date 

Your date of joining will be intimated by June 2019. 
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4. Probationary Period  

a) You will be on probation for a period of six months from the actual date of 

your joining, which period may be extended by the Company depending on 

your performance. You will continue to be on probation unless and until you 

are expressly confirmed in the regular service of the Company. On successful 

completion of your probation, as may be judged by the Company, you may be 

confirmed, if your services are found satisfactory.   

b) Prior to your confirmation, if the Company in its opinion is not satisfied with 

your work and/or conduct, your probation shall be liable to termination 

without any notice or assigning any reason whatsoever.  

5. Compensation   

Your compensation details are as stated in the table below.  

Compensation Details Job Level: 3 

 
Fixed Remuneration  Amount in INR 

Sl. No. Component Monthly 

1. Basic Pay 9,000 

2. HRA 3,600 

3. Transport Allowance 1,600 

4. Special Allowance 10,950 

5. Food Vouchers 1,050 

6. 
Employer’s contribution to Provident Fund (As per 
Provident Fund Act 1952) 

1,800 

7. Monthly Gross Earnings (Fixed) 28,000 

Gratuity will be paid as per Payment of Gratuity Act, 1972.   

 
In addition to the MGE, you will be entitled to the company’s medical assistance 
scheme for self, spouse and children. This scheme provides medical insurance cover 
up to Rs.1,00,000/- per annum for in-patient treatment subject to the conditions 
mentioned in the insurance cover. 

 
From your date of joining you can avail the medical assistance for out-patient 
treatment also. This scheme entitles you, your spouse and children to reimbursement 
of medical expenses incurred for out-patient treatment at the Company’s designated 
hospitals on a co-pay basis. 
 

a) The Company provides transportation facilities to its employees as per policy. A 

monthly conveyance charge would be deducted from your MGE if you wish to 

avail the Company transportation. This conveyance charge is fixed based on your 

residential location and your Job Level. 
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b) You will not be entitled to any payment, amenities or benefits other than those 

mentioned above. 

6. Working Week & Leave  

a) The normal working days per week and working hours per day of the Company 
are from Monday to Friday and from 8.30 A.M to 5.30 P.M., with a lunch break of 
45 minutes, respectively. The normal working days and normal hours of work can 
be changed by the Company to suit the exigencies of work programmes and 
emergencies. 

i. You can adjust your working hours on a normal working day for 

effective achievement of business goals, along with your personal 

requirements. 

ii. The entry timing can be anytime between 8 AM and 10 AM on a normal 

working day and the exit timing will be between 5 PM and 7 PM. 

iii. Attendance shall be mandatory between 10 AM and 5 PM. 

iv. Every employee should clock minimum 41.25 hours at work (excluding 

lunch break) every week. Any time less than this has to be applied as 

leave. 

v. The flexible working hours will not be applicable for resources on 

client/product support, as they are already on a revised shift schedule 

defined by a roster. 

b) Holidays would be as per the list declared by the Company from time to time. 
c) As an employee of the Company you will be entitled to 11 days earned leave and 

11 days casual leave per annum. In addition, you will also be eligible for sick 
leave, maternity leave as per the Maternity Benefit Amendment Act, 2017 or 
paternity leave, as applicable and examination leave as per leave policy of the 
Company. No other leave will be applicable. 

7. Promotion   

Promotions will be based on your performance, contribution and as per the 

rules and regulations of the Company relevant and applicable. 

8. Travel   

You may be required to travel within India and overseas for the purpose of 

work and/or training whenever required by the Company and you will be 

required to remain outside India for such period as may be determined by the 

Company.  For this purpose, you shall be required to enter into such 

agreements as may be required by the Company from time to time to protect 

the interests of the Company. All expenses including, flight tickets, hotel 

accommodation etc., that may be incurred in connection with such travel will 

be borne by the Company. You must have a valid passport while joining the 

Company and a copy of the passport must be deposited with the Company. 

Company will take responsibility for arranging travel visas and other 

formalities.  
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9. Minimum Period of Service 

 

Your employment is governed by a two year service agreement and you are required 

to execute a bond / contract guaranteeing a sum of Rs.2,00,000/- (Rupees Two lakh) 

to be payable to the Company in accordance with the terms and conditions of such 

contract. The above contract shall also be signed by two sureties, one of whom 

should be your parent.  

 

10. Notice Period & Termination of Employment. 

a) Either party may terminate the agreement, for any reason or on convenience, 

by giving two months’ notice to the other party without assigning any reason 

whatsoever.  

b) Notwithstanding anything contained above, the Company reserves the right to 

terminate your employment with the Company: 

vi. by giving one month’s notice or notice pay in lieu thereof, if you 

become unfit for work or are unable to discharge your duties or        

are negligent or irregular or inefficient in the discharge of your       

duties; 

vii. with immediate effect, if you commit a breach of any of the covenants 

and obligations to be observed and performed by you under these 

presents or in relation to the service under these presents or rules and 

regulations of the Company notified from time to time; 

viii. with immediate effect, if you are guilty of misconduct as judged by the 

Company or fail to carry out all orders and instructions issued to you. 

11. Regulations 

a) Your employment will be governed by, and you are bound to abide by, the 

decisions, directives, rules and regulations of the Company which may be 

notified from time to time. You are expected to devote your entire working 

time, energy, and attention exclusively to the work of the Company, and 

should not take up any other direct or indirect business or work, honorary or 

otherwise, while in employment with the Company, unless so permitted in 

writing by the Company. You are expected to refrain from engaging yourself 

in any assignment/employment  which may create a conflict of interest in duly 

exercising your responsibilities associated with the position offered hereunder. 

b) You are expected to work diligently, faithfully and to the best of your ability in 

serving the Company and to use the best of your endeavour to promote the 

interests of the Company and perform all duties that may be entrusted to you 

from time to time. 

c) You shall be responsible for the safe keeping of all Company property that is 

being used by you or left in your custody or charge and shall upon the 

request of the Company or termination of your service, whichever is earlier, 
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deliver to the Company all the properties of the Company, in your custody or 

possession. 

d) All intellectual properties rights in, India and abroad, for the full term of such 

rights, in any “work” (as defined under the Copyright Act, 1957 and as 
amended from time to time) or in any other matter including but not limited 

to, documents, computer software and databases or papers, of any type 

including all improvements) conceived / created / made fully or in part 

(whether or not during regular office / business hours) by you during your 

period of employment with the Company, shall stand automatically vested in 

and be the sole and exclusive property of the Company and shall be disclosed 

in writing promptly to the Company. You shall also at the cost of the Company 

execute and register, all documents required, statutorily or otherwise by the 

Company, to further confirm the above ownership rights in favour of the 

Company. 

e) You shall execute the Security and Confidentiality Regulations of the Company 

with respect to protection of confidential information of the Company. 

f) You understand that if you are deputed on any work/assignment/project at 

locations specified by customers, you will gain extensive knowledge and 

information of customers’ business and their specific requirements and skills 
by closely working with the customers, which would be of great value to the 

Company, and which knowledge, information and skills the Company would 

want to utilise on completion of such deputation. Customers in this context 

shall mean clients, business partners, business associates, subsidiaries, 

affiliates or any other legal entity or business unit with whom the Company 

has business relationship. Moreover, you also understand that the Company 

would be expending considerable cost for such deputation. Therefore, you 

agree that after completion of such deputation for a duration of more than 45 

days, you continue in employment with the Company for a period of at least 6 

months from the end of such deputation. 

g) You shall at any times be liable for the disciplinary actions including warning, 

suspension, discharge and dismissal for unsatisfactory performance, causing 

damage/ financial loss to the Company, committing breach of any service 

conditions or misconduct such as irregular attendance, unauthorised absence, 

misbehaviour, theft, misappropriation/ fraud, dishonesty, immorality, 

conviction, falsification of documents/ records or information given in your 

bio-data/ application for securing job in the Company or any  undesirable acts 

which in the opinion of the Company is prejudicial and detrimental to the 

interest of the Company. Pending disciplinary action, you can be suspended 

from service. 

h) During your employment with Company and for a period of one (1) year 

immediately following termination of your employment, for any reason 

whatsoever, you shall not: 

i) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 
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committee member, office bearer or shareholder, own, operate, assist, 

take up employment in, participate in or be associated with, in the 

country of employment, any concern/entity that is engaged in 

developing, designing, producing, marketing, or selling, software 

products or services in competition with the Company, to the travel,  

transportation and logistics industry and such other industry the 

Company will serve in future. You acknowledge and agree to this 

restriction, considering the Confidential and Proprietary Information of 

the Company, coming to your knowledge and possession during your 

tenure with the Company, which if disclosed to or shared with or made 

use by such competitors, may prejudicially affect and jeopardise the 

Company’s interest.;  
 

ii) directly or indirectly contact, seek or accept employment with any third 

party (including past, present or prospective customers) that you have 

interacted with, or have provided any services to whether directly or 

indirectly during the course of your employment with the Company or 

solicit, entice, take away or attempt to contact, solicit, entice or take 

such third parties away from Company or in any way damage their 

business relationship with the Company. You acknowledge that any 

violation to this obligation may result in legal proceedings for actual 

damages ensued to the Company; or 

 

iii) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 

committee member or office bearer, directly or indirectly, contact, 

recruit, solicit or hire any of the employees of the Company, or induce 

or attempt to induce any employee of the Company to terminate 

his/her employment with, or otherwise cease or damage his/her 

relationship with the Company. 

 

i) This Appointment Offer is to be read in conjunction with the rules and 

regulations, codes and policies, laid down by the Company from time to time. 

In the event any conflict arises between Appointment Offer and the rules and 

regulations laid down by the Company from time to time, such rules and 

regulations shall prevail. 

j) The service conditions mentioned in this Appointment Offer are not subject to 

any amendments unless communicated by the authorised officer nominated 

by the Company for this purpose. 

k) If any of the clauses or sub clauses of this Appointment Offer become invalid 

or be so judged, the remaining clauses or sub clauses shall be deemed 

severable and shall remain in full force and effect. 

l) The Company reserves the right to initiate legal proceedings for any breach 

by you of any of terms of your employment.  
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m) This Appointment Offer shall be governed and construed in accordance with 

the laws of India.  

n) In the event of any dispute between the parties hereto regarding or arising 

out of this Appointment Offer, the Courts in Trivandrum, Kerala, shall have 

the sole jurisdiction, to the exclusion of all other courts that may otherwise 

have had jurisdiction. 

o) This employment offer is made based on complete reliance to the 

representations you have provided to us, during our discussions prior to the 

release of the offer and other documents submitted by you.  Any 

misrepresentation either oral or written or any fraud or forgery related to your 

representations or any documentation submitted revealed through your 

background verification may result in revocation of this offer. The Company 

reserves to terminate your employment, if such fraud, forgery or 

misrepresentation is cited, post acceptance of this offer or during employment 

with the Company. 

p) The offer is extended relying on your representation that you suffer no 

incapacities, either legal or contractual, from accepting  this offer of 

employment or fulfilling any of the potential employment responsibilities, 

which may include but is not limited to, your non -compete obligations with 

your previous employer/s. 

 

 

For any additional information or clarification on any of the above terms and conditions, 

please do not hesitate to contact us. 

 

Yours Sincerely, 

 

For IBS Software (P) Ltd. 

 

 

 

 

Jayan P 

(Sr.Vice President  & Head of Global Human Resources) 

 

I have read and understood the terms and conditions of the above Appointment Offer and I 
hereby voluntarily and unconditionally accept the same. 

 

Signed by : 

Name  : 

Date  : 
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Date: 26-Feb-19 

 
 
 
Angelina Teresa 
SCMS School of Engineering & Technology, Karukutty 
 
 
 
 

Appointment Offer: Software Engineer 

 
 

 

Dear Angelina Teresa, 

Following your interview with us, we are pleased to appoint you as Software Engineer in 

IBS Software Pvt. Ltd. (the “Company”), subject to your acceptance of the terms and 
conditions contained herein.  

Terms and conditions of the Offer       

1. Pre-requisites   

a) This appointment and continuance of your employment will be subject to your 

being medically fit by our medical panel and also subject to you clearing the 

background verification exercise undertaken by the company. A consent form 

is attached along with this offer letter. You are required to return a signed 

consent form for initiating the background verification on the date of joining. 

 

b) You will have to bring 5 copies of your latest passport size colour 

photographs, and the originals and one set of copies of all certificates 

specified in Annexure 1 on the joining date. Your appointment will be subject 

to verification of your certificates against the information provided by you in 

your resume and during the interview.  

2. Posting 

Your initial posting would be at the office of the Company situated at Unit No’s 401 & 
402, SCK-01, Smartcity Campus, Thengode PO, 682030, Kakkanad, Kerala. Your 

services are, however, liable to be transferred to any of our other offices or offices of 

our existing or future affiliates, clients or associates, in India or abroad, at the sole 

discretion of the Company. 

 

3. Reporting Date 

Your date of joining will be intimated by June 2019. 
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4. Probationary Period  

a) You will be on probation for a period of six months from the actual date of 

your joining, which period may be extended by the Company depending on 

your performance. You will continue to be on probation unless and until you 

are expressly confirmed in the regular service of the Company. On successful 

completion of your probation, as may be judged by the Company, you may be 

confirmed, if your services are found satisfactory.   

b) Prior to your confirmation, if the Company in its opinion is not satisfied with 

your work and/or conduct, your probation shall be liable to termination 

without any notice or assigning any reason whatsoever.  

5. Compensation   

Your compensation details are as stated in the table below.  

Compensation Details Job Level: 3 

 
Fixed Remuneration  Amount in INR 

Sl. No. Component Monthly 

1. Basic Pay 9,000 

2. HRA 3,600 

3. Transport Allowance 1,600 

4. Special Allowance 10,950 

5. Food Vouchers 1,050 

6. 
Employer’s contribution to Provident Fund (As per 
Provident Fund Act 1952) 

1,800 

7. Monthly Gross Earnings (Fixed) 28,000 

Gratuity will be paid as per Payment of Gratuity Act, 1972.   

 
In addition to the MGE, you will be entitled to the company’s medical assistance 
scheme for self, spouse and children. This scheme provides medical insurance cover 
up to Rs.1,00,000/- per annum for in-patient treatment subject to the conditions 
mentioned in the insurance cover. 

 
From your date of joining you can avail the medical assistance for out-patient 
treatment also. This scheme entitles you, your spouse and children to reimbursement 
of medical expenses incurred for out-patient treatment at the Company’s designated 
hospitals on a co-pay basis. 
 

a) The Company provides transportation facilities to its employees as per policy. A 

monthly conveyance charge would be deducted from your MGE if you wish to 

avail the Company transportation. This conveyance charge is fixed based on your 

residential location and your Job Level. 
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b) You will not be entitled to any payment, amenities or benefits other than those 

mentioned above. 

6. Working Week & Leave  

a) The normal working days per week and working hours per day of the Company 
are from Monday to Friday and from 8.30 A.M to 5.30 P.M., with a lunch break of 
45 minutes, respectively. The normal working days and normal hours of work can 
be changed by the Company to suit the exigencies of work programmes and 
emergencies. 

i. You can adjust your working hours on a normal working day for 

effective achievement of business goals, along with your personal 

requirements. 

ii. The entry timing can be anytime between 8 AM and 10 AM on a normal 

working day and the exit timing will be between 5 PM and 7 PM. 

iii. Attendance shall be mandatory between 10 AM and 5 PM. 

iv. Every employee should clock minimum 41.25 hours at work (excluding 

lunch break) every week. Any time less than this has to be applied as 

leave. 

v. The flexible working hours will not be applicable for resources on 

client/product support, as they are already on a revised shift schedule 

defined by a roster. 

b) Holidays would be as per the list declared by the Company from time to time. 
c) As an employee of the Company you will be entitled to 11 days earned leave and 

11 days casual leave per annum. In addition, you will also be eligible for sick 
leave, maternity leave as per the Maternity Benefit Amendment Act, 2017 or 
paternity leave, as applicable and examination leave as per leave policy of the 
Company. No other leave will be applicable. 

7. Promotion   

Promotions will be based on your performance, contribution and as per the 

rules and regulations of the Company relevant and applicable. 

8. Travel   

You may be required to travel within India and overseas for the purpose of 

work and/or training whenever required by the Company and you will be 

required to remain outside India for such period as may be determined by the 

Company.  For this purpose, you shall be required to enter into such 

agreements as may be required by the Company from time to time to protect 

the interests of the Company. All expenses including, flight tickets, hotel 

accommodation etc., that may be incurred in connection with such travel will 

be borne by the Company. You must have a valid passport while joining the 

Company and a copy of the passport must be deposited with the Company. 

Company will take responsibility for arranging travel visas and other 

formalities.  
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9. Minimum Period of Service 

 

Your employment is governed by a two year service agreement and you are required 

to execute a bond / contract guaranteeing a sum of Rs.2,00,000/- (Rupees Two lakh) 

to be payable to the Company in accordance with the terms and conditions of such 

contract. The above contract shall also be signed by two sureties, one of whom 

should be your parent.  

 

10. Notice Period & Termination of Employment. 

a) Either party may terminate the agreement, for any reason or on convenience, 

by giving two months’ notice to the other party without assigning any reason 

whatsoever.  

b) Notwithstanding anything contained above, the Company reserves the right to 

terminate your employment with the Company: 

vi. by giving one month’s notice or notice pay in lieu thereof, if you 

become unfit for work or are unable to discharge your duties or        

are negligent or irregular or inefficient in the discharge of your       

duties; 

vii. with immediate effect, if you commit a breach of any of the covenants 

and obligations to be observed and performed by you under these 

presents or in relation to the service under these presents or rules and 

regulations of the Company notified from time to time; 

viii. with immediate effect, if you are guilty of misconduct as judged by the 

Company or fail to carry out all orders and instructions issued to you. 

11. Regulations 

a) Your employment will be governed by, and you are bound to abide by, the 

decisions, directives, rules and regulations of the Company which may be 

notified from time to time. You are expected to devote your entire working 

time, energy, and attention exclusively to the work of the Company, and 

should not take up any other direct or indirect business or work, honorary or 

otherwise, while in employment with the Company, unless so permitted in 

writing by the Company. You are expected to refrain from engaging yourself 

in any assignment/employment  which may create a conflict of interest in duly 

exercising your responsibilities associated with the position offered hereunder. 

b) You are expected to work diligently, faithfully and to the best of your ability in 

serving the Company and to use the best of your endeavour to promote the 

interests of the Company and perform all duties that may be entrusted to you 

from time to time. 

c) You shall be responsible for the safe keeping of all Company property that is 

being used by you or left in your custody or charge and shall upon the 

request of the Company or termination of your service, whichever is earlier, 
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deliver to the Company all the properties of the Company, in your custody or 

possession. 

d) All intellectual properties rights in, India and abroad, for the full term of such 

rights, in any “work” (as defined under the Copyright Act, 1957 and as 
amended from time to time) or in any other matter including but not limited 

to, documents, computer software and databases or papers, of any type 

including all improvements) conceived / created / made fully or in part 

(whether or not during regular office / business hours) by you during your 

period of employment with the Company, shall stand automatically vested in 

and be the sole and exclusive property of the Company and shall be disclosed 

in writing promptly to the Company. You shall also at the cost of the Company 

execute and register, all documents required, statutorily or otherwise by the 

Company, to further confirm the above ownership rights in favour of the 

Company. 

e) You shall execute the Security and Confidentiality Regulations of the Company 

with respect to protection of confidential information of the Company. 

f) You understand that if you are deputed on any work/assignment/project at 

locations specified by customers, you will gain extensive knowledge and 

information of customers’ business and their specific requirements and skills 
by closely working with the customers, which would be of great value to the 

Company, and which knowledge, information and skills the Company would 

want to utilise on completion of such deputation. Customers in this context 

shall mean clients, business partners, business associates, subsidiaries, 

affiliates or any other legal entity or business unit with whom the Company 

has business relationship. Moreover, you also understand that the Company 

would be expending considerable cost for such deputation. Therefore, you 

agree that after completion of such deputation for a duration of more than 45 

days, you continue in employment with the Company for a period of at least 6 

months from the end of such deputation. 

g) You shall at any times be liable for the disciplinary actions including warning, 

suspension, discharge and dismissal for unsatisfactory performance, causing 

damage/ financial loss to the Company, committing breach of any service 

conditions or misconduct such as irregular attendance, unauthorised absence, 

misbehaviour, theft, misappropriation/ fraud, dishonesty, immorality, 

conviction, falsification of documents/ records or information given in your 

bio-data/ application for securing job in the Company or any  undesirable acts 

which in the opinion of the Company is prejudicial and detrimental to the 

interest of the Company. Pending disciplinary action, you can be suspended 

from service. 

h) During your employment with Company and for a period of one (1) year 

immediately following termination of your employment, for any reason 

whatsoever, you shall not: 

i) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 
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committee member, office bearer or shareholder, own, operate, assist, 

take up employment in, participate in or be associated with, in the 

country of employment, any concern/entity that is engaged in 

developing, designing, producing, marketing, or selling, software 

products or services in competition with the Company, to the travel,  

transportation and logistics industry and such other industry the 

Company will serve in future. You acknowledge and agree to this 

restriction, considering the Confidential and Proprietary Information of 

the Company, coming to your knowledge and possession during your 

tenure with the Company, which if disclosed to or shared with or made 

use by such competitors, may prejudicially affect and jeopardise the 

Company’s interest.;  
 

ii) directly or indirectly contact, seek or accept employment with any third 

party (including past, present or prospective customers) that you have 

interacted with, or have provided any services to whether directly or 

indirectly during the course of your employment with the Company or 

solicit, entice, take away or attempt to contact, solicit, entice or take 

such third parties away from Company or in any way damage their 

business relationship with the Company. You acknowledge that any 

violation to this obligation may result in legal proceedings for actual 

damages ensued to the Company; or 

 

iii) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 

committee member or office bearer, directly or indirectly, contact, 

recruit, solicit or hire any of the employees of the Company, or induce 

or attempt to induce any employee of the Company to terminate 

his/her employment with, or otherwise cease or damage his/her 

relationship with the Company. 

 

i) This Appointment Offer is to be read in conjunction with the rules and 

regulations, codes and policies, laid down by the Company from time to time. 

In the event any conflict arises between Appointment Offer and the rules and 

regulations laid down by the Company from time to time, such rules and 

regulations shall prevail. 

j) The service conditions mentioned in this Appointment Offer are not subject to 

any amendments unless communicated by the authorised officer nominated 

by the Company for this purpose. 

k) If any of the clauses or sub clauses of this Appointment Offer become invalid 

or be so judged, the remaining clauses or sub clauses shall be deemed 

severable and shall remain in full force and effect. 

l) The Company reserves the right to initiate legal proceedings for any breach 

by you of any of terms of your employment.  
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m) This Appointment Offer shall be governed and construed in accordance with 

the laws of India.  

n) In the event of any dispute between the parties hereto regarding or arising 

out of this Appointment Offer, the Courts in Trivandrum, Kerala, shall have 

the sole jurisdiction, to the exclusion of all other courts that may otherwise 

have had jurisdiction. 

o) This employment offer is made based on complete reliance to the 

representations you have provided to us, during our discussions prior to the 

release of the offer and other documents submitted by you.  Any 

misrepresentation either oral or written or any fraud or forgery related to your 

representations or any documentation submitted revealed through your 

background verification may result in revocation of this offer. The Company 

reserves to terminate your employment, if such fraud, forgery or 

misrepresentation is cited, post acceptance of this offer or during employment 

with the Company. 

p) The offer is extended relying on your representation that you suffer no 

incapacities, either legal or contractual, from accepting  this offer of 

employment or fulfilling any of the potential employment responsibilities, 

which may include but is not limited to, your non -compete obligations with 

your previous employer/s. 

 

 

For any additional information or clarification on any of the above terms and conditions, 

please do not hesitate to contact us. 

 

Yours Sincerely, 

 

For IBS Software (P) Ltd. 

 

 

 

 

Jayan P 

(Sr.Vice President  & Head of Global Human Resources) 

 

I have read and understood the terms and conditions of the above Appointment Offer and I 
hereby voluntarily and unconditionally accept the same. 

 

Signed by : 

Name  : 

Date  : 
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Date: 26-Feb-19 

 
 
 
Anandkrishna J 
SCMS School of Engineering & Technology, Karukutty 
 
 
 
 

Appointment Offer: Software Engineer 

 
 

 

Dear Anandkrishna J, 

Following your interview with us, we are pleased to appoint you as Software Engineer in 

IBS Software Pvt. Ltd. (the “Company”), subject to your acceptance of the terms and 
conditions contained herein.  

Terms and conditions of the Offer       

1. Pre-requisites   

a) This appointment and continuance of your employment will be subject to your 

being medically fit by our medical panel and also subject to you clearing the 

background verification exercise undertaken by the company. A consent form 

is attached along with this offer letter. You are required to return a signed 

consent form for initiating the background verification on the date of joining. 

 

b) You will have to bring 5 copies of your latest passport size colour 

photographs, and the originals and one set of copies of all certificates 

specified in Annexure 1 on the joining date. Your appointment will be subject 

to verification of your certificates against the information provided by you in 

your resume and during the interview.  

2. Posting 

Your initial posting would be at the office of the Company situated at Unit No’s 401 & 
402, SCK-01, Smartcity Campus, Thengode PO, 682030, Kakkanad, Kerala. Your 

services are, however, liable to be transferred to any of our other offices or offices of 

our existing or future affiliates, clients or associates, in India or abroad, at the sole 

discretion of the Company. 

 

3. Reporting Date 

Your date of joining will be intimated by June 2019. 
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4. Probationary Period  

a) You will be on probation for a period of six months from the actual date of 

your joining, which period may be extended by the Company depending on 

your performance. You will continue to be on probation unless and until you 

are expressly confirmed in the regular service of the Company. On successful 

completion of your probation, as may be judged by the Company, you may be 

confirmed, if your services are found satisfactory.   

b) Prior to your confirmation, if the Company in its opinion is not satisfied with 

your work and/or conduct, your probation shall be liable to termination 

without any notice or assigning any reason whatsoever.  

5. Compensation   

Your compensation details are as stated in the table below.  

Compensation Details Job Level: 3 

 
Fixed Remuneration  Amount in INR 

Sl. No. Component Monthly 

1. Basic Pay 9,000 

2. HRA 3,600 

3. Transport Allowance 1,600 

4. Special Allowance 10,950 

5. Food Vouchers 1,050 

6. 
Employer’s contribution to Provident Fund (As per 
Provident Fund Act 1952) 

1,800 

7. Monthly Gross Earnings (Fixed) 28,000 

Gratuity will be paid as per Payment of Gratuity Act, 1972.   

 
In addition to the MGE, you will be entitled to the company’s medical assistance 
scheme for self, spouse and children. This scheme provides medical insurance cover 
up to Rs.1,00,000/- per annum for in-patient treatment subject to the conditions 
mentioned in the insurance cover. 

 
From your date of joining you can avail the medical assistance for out-patient 
treatment also. This scheme entitles you, your spouse and children to reimbursement 
of medical expenses incurred for out-patient treatment at the Company’s designated 
hospitals on a co-pay basis. 
 

a) The Company provides transportation facilities to its employees as per policy. A 

monthly conveyance charge would be deducted from your MGE if you wish to 

avail the Company transportation. This conveyance charge is fixed based on your 

residential location and your Job Level. 
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b) You will not be entitled to any payment, amenities or benefits other than those 

mentioned above. 

6. Working Week & Leave  

a) The normal working days per week and working hours per day of the Company 
are from Monday to Friday and from 8.30 A.M to 5.30 P.M., with a lunch break of 
45 minutes, respectively. The normal working days and normal hours of work can 
be changed by the Company to suit the exigencies of work programmes and 
emergencies. 

i. You can adjust your working hours on a normal working day for 

effective achievement of business goals, along with your personal 

requirements. 

ii. The entry timing can be anytime between 8 AM and 10 AM on a normal 

working day and the exit timing will be between 5 PM and 7 PM. 

iii. Attendance shall be mandatory between 10 AM and 5 PM. 

iv. Every employee should clock minimum 41.25 hours at work (excluding 

lunch break) every week. Any time less than this has to be applied as 

leave. 

v. The flexible working hours will not be applicable for resources on 

client/product support, as they are already on a revised shift schedule 

defined by a roster. 

b) Holidays would be as per the list declared by the Company from time to time. 
c) As an employee of the Company you will be entitled to 11 days earned leave and 

11 days casual leave per annum. In addition, you will also be eligible for sick 
leave, maternity leave as per the Maternity Benefit Amendment Act, 2017 or 
paternity leave, as applicable and examination leave as per leave policy of the 
Company. No other leave will be applicable. 

7. Promotion   

Promotions will be based on your performance, contribution and as per the 

rules and regulations of the Company relevant and applicable. 

8. Travel   

You may be required to travel within India and overseas for the purpose of 

work and/or training whenever required by the Company and you will be 

required to remain outside India for such period as may be determined by the 

Company.  For this purpose, you shall be required to enter into such 

agreements as may be required by the Company from time to time to protect 

the interests of the Company. All expenses including, flight tickets, hotel 

accommodation etc., that may be incurred in connection with such travel will 

be borne by the Company. You must have a valid passport while joining the 

Company and a copy of the passport must be deposited with the Company. 

Company will take responsibility for arranging travel visas and other 

formalities.  

 



Page 4 of 7 

Ref: IBS/OFF/SE/12615 

9. Minimum Period of Service 

 

Your employment is governed by a two year service agreement and you are required 

to execute a bond / contract guaranteeing a sum of Rs.2,00,000/- (Rupees Two lakh) 

to be payable to the Company in accordance with the terms and conditions of such 

contract. The above contract shall also be signed by two sureties, one of whom 

should be your parent.  

 

10. Notice Period & Termination of Employment. 

a) Either party may terminate the agreement, for any reason or on convenience, 

by giving two months’ notice to the other party without assigning any reason 

whatsoever.  

b) Notwithstanding anything contained above, the Company reserves the right to 

terminate your employment with the Company: 

vi. by giving one month’s notice or notice pay in lieu thereof, if you 

become unfit for work or are unable to discharge your duties or        

are negligent or irregular or inefficient in the discharge of your       

duties; 

vii. with immediate effect, if you commit a breach of any of the covenants 

and obligations to be observed and performed by you under these 

presents or in relation to the service under these presents or rules and 

regulations of the Company notified from time to time; 

viii. with immediate effect, if you are guilty of misconduct as judged by the 

Company or fail to carry out all orders and instructions issued to you. 

11. Regulations 

a) Your employment will be governed by, and you are bound to abide by, the 

decisions, directives, rules and regulations of the Company which may be 

notified from time to time. You are expected to devote your entire working 

time, energy, and attention exclusively to the work of the Company, and 

should not take up any other direct or indirect business or work, honorary or 

otherwise, while in employment with the Company, unless so permitted in 

writing by the Company. You are expected to refrain from engaging yourself 

in any assignment/employment  which may create a conflict of interest in duly 

exercising your responsibilities associated with the position offered hereunder. 

b) You are expected to work diligently, faithfully and to the best of your ability in 

serving the Company and to use the best of your endeavour to promote the 

interests of the Company and perform all duties that may be entrusted to you 

from time to time. 

c) You shall be responsible for the safe keeping of all Company property that is 

being used by you or left in your custody or charge and shall upon the 

request of the Company or termination of your service, whichever is earlier, 



Page 5 of 7 

Ref: IBS/OFF/SE/12615 

deliver to the Company all the properties of the Company, in your custody or 

possession. 

d) All intellectual properties rights in, India and abroad, for the full term of such 

rights, in any “work” (as defined under the Copyright Act, 1957 and as 
amended from time to time) or in any other matter including but not limited 

to, documents, computer software and databases or papers, of any type 

including all improvements) conceived / created / made fully or in part 

(whether or not during regular office / business hours) by you during your 

period of employment with the Company, shall stand automatically vested in 

and be the sole and exclusive property of the Company and shall be disclosed 

in writing promptly to the Company. You shall also at the cost of the Company 

execute and register, all documents required, statutorily or otherwise by the 

Company, to further confirm the above ownership rights in favour of the 

Company. 

e) You shall execute the Security and Confidentiality Regulations of the Company 

with respect to protection of confidential information of the Company. 

f) You understand that if you are deputed on any work/assignment/project at 

locations specified by customers, you will gain extensive knowledge and 

information of customers’ business and their specific requirements and skills 
by closely working with the customers, which would be of great value to the 

Company, and which knowledge, information and skills the Company would 

want to utilise on completion of such deputation. Customers in this context 

shall mean clients, business partners, business associates, subsidiaries, 

affiliates or any other legal entity or business unit with whom the Company 

has business relationship. Moreover, you also understand that the Company 

would be expending considerable cost for such deputation. Therefore, you 

agree that after completion of such deputation for a duration of more than 45 

days, you continue in employment with the Company for a period of at least 6 

months from the end of such deputation. 

g) You shall at any times be liable for the disciplinary actions including warning, 

suspension, discharge and dismissal for unsatisfactory performance, causing 

damage/ financial loss to the Company, committing breach of any service 

conditions or misconduct such as irregular attendance, unauthorised absence, 

misbehaviour, theft, misappropriation/ fraud, dishonesty, immorality, 

conviction, falsification of documents/ records or information given in your 

bio-data/ application for securing job in the Company or any  undesirable acts 

which in the opinion of the Company is prejudicial and detrimental to the 

interest of the Company. Pending disciplinary action, you can be suspended 

from service. 

h) During your employment with Company and for a period of one (1) year 

immediately following termination of your employment, for any reason 

whatsoever, you shall not: 

i) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 
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committee member, office bearer or shareholder, own, operate, assist, 

take up employment in, participate in or be associated with, in the 

country of employment, any concern/entity that is engaged in 

developing, designing, producing, marketing, or selling, software 

products or services in competition with the Company, to the travel,  

transportation and logistics industry and such other industry the 

Company will serve in future. You acknowledge and agree to this 

restriction, considering the Confidential and Proprietary Information of 

the Company, coming to your knowledge and possession during your 

tenure with the Company, which if disclosed to or shared with or made 

use by such competitors, may prejudicially affect and jeopardise the 

Company’s interest.;  
 

ii) directly or indirectly contact, seek or accept employment with any third 

party (including past, present or prospective customers) that you have 

interacted with, or have provided any services to whether directly or 

indirectly during the course of your employment with the Company or 

solicit, entice, take away or attempt to contact, solicit, entice or take 

such third parties away from Company or in any way damage their 

business relationship with the Company. You acknowledge that any 

violation to this obligation may result in legal proceedings for actual 

damages ensued to the Company; or 

 

iii) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 

committee member or office bearer, directly or indirectly, contact, 

recruit, solicit or hire any of the employees of the Company, or induce 

or attempt to induce any employee of the Company to terminate 

his/her employment with, or otherwise cease or damage his/her 

relationship with the Company. 

 

i) This Appointment Offer is to be read in conjunction with the rules and 

regulations, codes and policies, laid down by the Company from time to time. 

In the event any conflict arises between Appointment Offer and the rules and 

regulations laid down by the Company from time to time, such rules and 

regulations shall prevail. 

j) The service conditions mentioned in this Appointment Offer are not subject to 

any amendments unless communicated by the authorised officer nominated 

by the Company for this purpose. 

k) If any of the clauses or sub clauses of this Appointment Offer become invalid 

or be so judged, the remaining clauses or sub clauses shall be deemed 

severable and shall remain in full force and effect. 

l) The Company reserves the right to initiate legal proceedings for any breach 

by you of any of terms of your employment.  
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m) This Appointment Offer shall be governed and construed in accordance with 

the laws of India.  

n) In the event of any dispute between the parties hereto regarding or arising 

out of this Appointment Offer, the Courts in Trivandrum, Kerala, shall have 

the sole jurisdiction, to the exclusion of all other courts that may otherwise 

have had jurisdiction. 

o) This employment offer is made based on complete reliance to the 

representations you have provided to us, during our discussions prior to the 

release of the offer and other documents submitted by you.  Any 

misrepresentation either oral or written or any fraud or forgery related to your 

representations or any documentation submitted revealed through your 

background verification may result in revocation of this offer. The Company 

reserves to terminate your employment, if such fraud, forgery or 

misrepresentation is cited, post acceptance of this offer or during employment 

with the Company. 

p) The offer is extended relying on your representation that you suffer no 

incapacities, either legal or contractual, from accepting  this offer of 

employment or fulfilling any of the potential employment responsibilities, 

which may include but is not limited to, your non -compete obligations with 

your previous employer/s. 

 

 

For any additional information or clarification on any of the above terms and conditions, 

please do not hesitate to contact us. 

 

Yours Sincerely, 

 

For IBS Software (P) Ltd. 

 

 

 

 

Jayan P 

(Sr.Vice President  & Head of Global Human Resources) 

 

I have read and understood the terms and conditions of the above Appointment Offer and I 
hereby voluntarily and unconditionally accept the same. 

 

Signed by : 

Name  : 

Date  : 
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Date: 26-Feb-19 

 
 
 
Aravind Sabu Nair 
SCMS School of Engineering & Technology, Karukutty 
 
 
 
 

Appointment Offer: Software Engineer 

 
 

 

Dear Aravind Sabu Nair, 

Following your interview with us, we are pleased to appoint you as Software Engineer in 

IBS Software Pvt. Ltd. (the “Company”), subject to your acceptance of the terms and 

conditions contained herein.  

Terms and conditions of the Offer       

1. Pre-requisites   

a) This appointment and continuance of your employment will be subject to your 

being medically fit by our medical panel and also subject to you clearing the 

background verification exercise undertaken by the company. A consent form 

is attached along with this offer letter. You are required to return a signed 

consent form for initiating the background verification on the date of joining. 

 

b) You will have to bring 5 copies of your latest passport size colour 

photographs, and the originals and one set of copies of all certificates 

specified in Annexure 1 on the joining date. Your appointment will be subject 

to verification of your certificates against the information provided by you in 

your resume and during the interview.  

2. Posting 

Your initial posting would be at the office of the Company situated at Unit No’s 401 & 
402, SCK-01, Smartcity Campus, Thengode PO, 682030, Kakkanad, Kerala. Your 

services are, however, liable to be transferred to any of our other offices or offices of 

our existing or future affiliates, clients or associates, in India or abroad, at the sole 

discretion of the Company. 

 

3. Reporting Date 

Your date of joining will be intimated by June 2019. 
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4. Probationary Period  

a) You will be on probation for a period of six months from the actual date of 

your joining, which period may be extended by the Company depending on 

your performance. You will continue to be on probation unless and until you 

are expressly confirmed in the regular service of the Company. On successful 

completion of your probation, as may be judged by the Company, you may be 

confirmed, if your services are found satisfactory.   

b) Prior to your confirmation, if the Company in its opinion is not satisfied with 

your work and/or conduct, your probation shall be liable to termination 

without any notice or assigning any reason whatsoever.  

5. Compensation   

Your compensation details are as stated in the table below.  

Compensation Details Job Level: 3 

 
Fixed Remuneration  Amount in INR 

Sl. No. Component Monthly 

1. Basic Pay 9,000 

2. HRA 3,600 

3. Transport Allowance 1,600 

4. Special Allowance 10,950 

5. Food Vouchers 1,050 

6. 
Employer’s contribution to Provident Fund (As per 
Provident Fund Act 1952) 

1,800 

7. Monthly Gross Earnings (Fixed) 28,000 

Gratuity will be paid as per Payment of Gratuity Act, 1972.   

 
In addition to the MGE, you will be entitled to the company’s medical assistance 
scheme for self, spouse and children. This scheme provides medical insurance cover 
up to Rs.1,00,000/- per annum for in-patient treatment subject to the conditions 
mentioned in the insurance cover. 

 
From your date of joining you can avail the medical assistance for out-patient 
treatment also. This scheme entitles you, your spouse and children to reimbursement 
of medical expenses incurred for out-patient treatment at the Company’s designated 
hospitals on a co-pay basis. 
 

a) The Company provides transportation facilities to its employees as per policy. A 

monthly conveyance charge would be deducted from your MGE if you wish to 

avail the Company transportation. This conveyance charge is fixed based on your 

residential location and your Job Level. 
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b) You will not be entitled to any payment, amenities or benefits other than those 

mentioned above. 

6. Working Week & Leave  

a) The normal working days per week and working hours per day of the Company 
are from Monday to Friday and from 8.30 A.M to 5.30 P.M., with a lunch break of 
45 minutes, respectively. The normal working days and normal hours of work can 
be changed by the Company to suit the exigencies of work programmes and 
emergencies. 

i. You can adjust your working hours on a normal working day for 

effective achievement of business goals, along with your personal 

requirements. 

ii. The entry timing can be anytime between 8 AM and 10 AM on a normal 

working day and the exit timing will be between 5 PM and 7 PM. 

iii. Attendance shall be mandatory between 10 AM and 5 PM. 

iv. Every employee should clock minimum 41.25 hours at work (excluding 

lunch break) every week. Any time less than this has to be applied as 

leave. 

v. The flexible working hours will not be applicable for resources on 

client/product support, as they are already on a revised shift schedule 

defined by a roster. 

b) Holidays would be as per the list declared by the Company from time to time. 
c) As an employee of the Company you will be entitled to 11 days earned leave and 

11 days casual leave per annum. In addition, you will also be eligible for sick 
leave, maternity leave as per the Maternity Benefit Amendment Act, 2017 or 
paternity leave, as applicable and examination leave as per leave policy of the 
Company. No other leave will be applicable. 

7. Promotion   

Promotions will be based on your performance, contribution and as per the 

rules and regulations of the Company relevant and applicable. 

8. Travel   

You may be required to travel within India and overseas for the purpose of 

work and/or training whenever required by the Company and you will be 

required to remain outside India for such period as may be determined by the 

Company.  For this purpose, you shall be required to enter into such 

agreements as may be required by the Company from time to time to protect 

the interests of the Company. All expenses including, flight tickets, hotel 

accommodation etc., that may be incurred in connection with such travel will 

be borne by the Company. You must have a valid passport while joining the 

Company and a copy of the passport must be deposited with the Company. 

Company will take responsibility for arranging travel visas and other 

formalities.  
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9. Minimum Period of Service 

 

Your employment is governed by a two year service agreement and you are required 

to execute a bond / contract guaranteeing a sum of Rs.2,00,000/- (Rupees Two lakh) 

to be payable to the Company in accordance with the terms and conditions of such 

contract. The above contract shall also be signed by two sureties, one of whom 

should be your parent.  

 

10. Notice Period & Termination of Employment. 

a) Either party may terminate the agreement, for any reason or on convenience, 

by giving two months’ notice to the other party without assigning any reason 

whatsoever.  

b) Notwithstanding anything contained above, the Company reserves the right to 

terminate your employment with the Company: 

vi. by giving one month’s notice or notice pay in lieu thereof, if you 

become unfit for work or are unable to discharge your duties or        

are negligent or irregular or inefficient in the discharge of your       

duties; 

vii. with immediate effect, if you commit a breach of any of the covenants 

and obligations to be observed and performed by you under these 

presents or in relation to the service under these presents or rules and 

regulations of the Company notified from time to time; 

viii. with immediate effect, if you are guilty of misconduct as judged by the 

Company or fail to carry out all orders and instructions issued to you. 

11. Regulations 

a) Your employment will be governed by, and you are bound to abide by, the 

decisions, directives, rules and regulations of the Company which may be 

notified from time to time. You are expected to devote your entire working 

time, energy, and attention exclusively to the work of the Company, and 

should not take up any other direct or indirect business or work, honorary or 

otherwise, while in employment with the Company, unless so permitted in 

writing by the Company. You are expected to refrain from engaging yourself 

in any assignment/employment  which may create a conflict of interest in duly 

exercising your responsibilities associated with the position offered hereunder. 

b) You are expected to work diligently, faithfully and to the best of your ability in 

serving the Company and to use the best of your endeavour to promote the 

interests of the Company and perform all duties that may be entrusted to you 

from time to time. 

c) You shall be responsible for the safe keeping of all Company property that is 

being used by you or left in your custody or charge and shall upon the 

request of the Company or termination of your service, whichever is earlier, 
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deliver to the Company all the properties of the Company, in your custody or 

possession. 

d) All intellectual properties rights in, India and abroad, for the full term of such 

rights, in any “work” (as defined under the Copyright Act, 1957 and as 
amended from time to time) or in any other matter including but not limited 

to, documents, computer software and databases or papers, of any type 

including all improvements) conceived / created / made fully or in part 

(whether or not during regular office / business hours) by you during your 

period of employment with the Company, shall stand automatically vested in 

and be the sole and exclusive property of the Company and shall be disclosed 

in writing promptly to the Company. You shall also at the cost of the Company 

execute and register, all documents required, statutorily or otherwise by the 

Company, to further confirm the above ownership rights in favour of the 

Company. 

e) You shall execute the Security and Confidentiality Regulations of the Company 

with respect to protection of confidential information of the Company. 

f) You understand that if you are deputed on any work/assignment/project at 

locations specified by customers, you will gain extensive knowledge and 

information of customers’ business and their specific requirements and skills 
by closely working with the customers, which would be of great value to the 

Company, and which knowledge, information and skills the Company would 

want to utilise on completion of such deputation. Customers in this context 

shall mean clients, business partners, business associates, subsidiaries, 

affiliates or any other legal entity or business unit with whom the Company 

has business relationship. Moreover, you also understand that the Company 

would be expending considerable cost for such deputation. Therefore, you 

agree that after completion of such deputation for a duration of more than 45 

days, you continue in employment with the Company for a period of at least 6 

months from the end of such deputation. 

g) You shall at any times be liable for the disciplinary actions including warning, 

suspension, discharge and dismissal for unsatisfactory performance, causing 

damage/ financial loss to the Company, committing breach of any service 

conditions or misconduct such as irregular attendance, unauthorised absence, 

misbehaviour, theft, misappropriation/ fraud, dishonesty, immorality, 

conviction, falsification of documents/ records or information given in your 

bio-data/ application for securing job in the Company or any  undesirable acts 

which in the opinion of the Company is prejudicial and detrimental to the 

interest of the Company. Pending disciplinary action, you can be suspended 

from service. 

h) During your employment with Company and for a period of one (1) year 

immediately following termination of your employment, for any reason 

whatsoever, you shall not: 

i) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 



Page 6 of 7 

Ref: IBS/OFF/SE/12608 

committee member, office bearer or shareholder, own, operate, assist, 

take up employment in, participate in or be associated with, in the 

country of employment, any concern/entity that is engaged in 

developing, designing, producing, marketing, or selling, software 

products or services in competition with the Company, to the travel,  

transportation and logistics industry and such other industry the 

Company will serve in future. You acknowledge and agree to this 

restriction, considering the Confidential and Proprietary Information of 

the Company, coming to your knowledge and possession during your 

tenure with the Company, which if disclosed to or shared with or made 

use by such competitors, may prejudicially affect and jeopardise the 

Company’s interest.;  
 

ii) directly or indirectly contact, seek or accept employment with any third 

party (including past, present or prospective customers) that you have 

interacted with, or have provided any services to whether directly or 

indirectly during the course of your employment with the Company or 

solicit, entice, take away or attempt to contact, solicit, entice or take 

such third parties away from Company or in any way damage their 

business relationship with the Company. You acknowledge that any 

violation to this obligation may result in legal proceedings for actual 

damages ensued to the Company; or 

 

iii) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 

committee member or office bearer, directly or indirectly, contact, 

recruit, solicit or hire any of the employees of the Company, or induce 

or attempt to induce any employee of the Company to terminate 

his/her employment with, or otherwise cease or damage his/her 

relationship with the Company. 

 

i) This Appointment Offer is to be read in conjunction with the rules and 

regulations, codes and policies, laid down by the Company from time to time. 

In the event any conflict arises between Appointment Offer and the rules and 

regulations laid down by the Company from time to time, such rules and 

regulations shall prevail. 

j) The service conditions mentioned in this Appointment Offer are not subject to 

any amendments unless communicated by the authorised officer nominated 

by the Company for this purpose. 

k) If any of the clauses or sub clauses of this Appointment Offer become invalid 

or be so judged, the remaining clauses or sub clauses shall be deemed 

severable and shall remain in full force and effect. 

l) The Company reserves the right to initiate legal proceedings for any breach 

by you of any of terms of your employment.  
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m) This Appointment Offer shall be governed and construed in accordance with 

the laws of India.  

n) In the event of any dispute between the parties hereto regarding or arising 

out of this Appointment Offer, the Courts in Trivandrum, Kerala, shall have 

the sole jurisdiction, to the exclusion of all other courts that may otherwise 

have had jurisdiction. 

o) This employment offer is made based on complete reliance to the 

representations you have provided to us, during our discussions prior to the 

release of the offer and other documents submitted by you.  Any 

misrepresentation either oral or written or any fraud or forgery related to your 

representations or any documentation submitted revealed through your 

background verification may result in revocation of this offer. The Company 

reserves to terminate your employment, if such fraud, forgery or 

misrepresentation is cited, post acceptance of this offer or during employment 

with the Company. 

p) The offer is extended relying on your representation that you suffer no 

incapacities, either legal or contractual, from accepting  this offer of 

employment or fulfilling any of the potential employment responsibilities, 

which may include but is not limited to, your non -compete obligations with 

your previous employer/s. 

 

 

For any additional information or clarification on any of the above terms and conditions, 

please do not hesitate to contact us. 

 

Yours Sincerely, 

 

For IBS Software (P) Ltd. 

 

 

 

 

Jayan P 

(Sr.Vice President  & Head of Global Human Resources) 

 

I have read and understood the terms and conditions of the above Appointment Offer and I 
hereby voluntarily and unconditionally accept the same. 

 

Signed by : 

Name  : 

Date  : 
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Date: 26-Feb-19 

 
 
 
Leander George 
SCMS School of Engineering & Technology, Karukutty 
 
 
 
 

Appointment Offer: Software Engineer 

 
 

 

Dear Leander George, 

Following your interview with us, we are pleased to appoint you as Software Engineer in 

IBS Software Pvt. Ltd. (the “Company”), subject to your acceptance of the terms and 
conditions contained herein.  

Terms and conditions of the Offer       

1. Pre-requisites   

a) This appointment and continuance of your employment will be subject to your 

being medically fit by our medical panel and also subject to you clearing the 

background verification exercise undertaken by the company. A consent form 

is attached along with this offer letter. You are required to return a signed 

consent form for initiating the background verification on the date of joining. 

 

b) You will have to bring 5 copies of your latest passport size colour 

photographs, and the originals and one set of copies of all certificates 

specified in Annexure 1 on the joining date. Your appointment will be subject 

to verification of your certificates against the information provided by you in 

your resume and during the interview.  

2. Posting 

Your initial posting would be at the office of the Company situated at Unit No’s 401 & 
402, SCK-01, Smartcity Campus, Thengode PO, 682030, Kakkanad, Kerala. Your 

services are, however, liable to be transferred to any of our other offices or offices of 

our existing or future affiliates, clients or associates, in India or abroad, at the sole 

discretion of the Company. 

 

3. Reporting Date 

Your date of joining will be intimated by June 2019. 
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4. Probationary Period  

a) You will be on probation for a period of six months from the actual date of 

your joining, which period may be extended by the Company depending on 

your performance. You will continue to be on probation unless and until you 

are expressly confirmed in the regular service of the Company. On successful 

completion of your probation, as may be judged by the Company, you may be 

confirmed, if your services are found satisfactory.   

b) Prior to your confirmation, if the Company in its opinion is not satisfied with 

your work and/or conduct, your probation shall be liable to termination 

without any notice or assigning any reason whatsoever.  

5. Compensation   

Your compensation details are as stated in the table below.  

Compensation Details Job Level: 3 

 
Fixed Remuneration  Amount in INR 

Sl. No. Component Monthly 

1. Basic Pay 9,000 

2. HRA 3,600 

3. Transport Allowance 1,600 

4. Special Allowance 10,950 

5. Food Vouchers 1,050 

6. 
Employer’s contribution to Provident Fund (As per 
Provident Fund Act 1952) 

1,800 

7. Monthly Gross Earnings (Fixed) 28,000 

Gratuity will be paid as per Payment of Gratuity Act, 1972.   

 
In addition to the MGE, you will be entitled to the company’s medical assistance 
scheme for self, spouse and children. This scheme provides medical insurance cover 
up to Rs.1,00,000/- per annum for in-patient treatment subject to the conditions 
mentioned in the insurance cover. 

 
From your date of joining you can avail the medical assistance for out-patient 
treatment also. This scheme entitles you, your spouse and children to reimbursement 
of medical expenses incurred for out-patient treatment at the Company’s designated 
hospitals on a co-pay basis. 
 

a) The Company provides transportation facilities to its employees as per policy. A 

monthly conveyance charge would be deducted from your MGE if you wish to 

avail the Company transportation. This conveyance charge is fixed based on your 

residential location and your Job Level. 
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b) You will not be entitled to any payment, amenities or benefits other than those 

mentioned above. 

6. Working Week & Leave  

a) The normal working days per week and working hours per day of the Company 
are from Monday to Friday and from 8.30 A.M to 5.30 P.M., with a lunch break of 
45 minutes, respectively. The normal working days and normal hours of work can 
be changed by the Company to suit the exigencies of work programmes and 
emergencies. 

i. You can adjust your working hours on a normal working day for 

effective achievement of business goals, along with your personal 

requirements. 

ii. The entry timing can be anytime between 8 AM and 10 AM on a normal 

working day and the exit timing will be between 5 PM and 7 PM. 

iii. Attendance shall be mandatory between 10 AM and 5 PM. 

iv. Every employee should clock minimum 41.25 hours at work (excluding 

lunch break) every week. Any time less than this has to be applied as 

leave. 

v. The flexible working hours will not be applicable for resources on 

client/product support, as they are already on a revised shift schedule 

defined by a roster. 

b) Holidays would be as per the list declared by the Company from time to time. 
c) As an employee of the Company you will be entitled to 11 days earned leave and 

11 days casual leave per annum. In addition, you will also be eligible for sick 
leave, maternity leave as per the Maternity Benefit Amendment Act, 2017 or 
paternity leave, as applicable and examination leave as per leave policy of the 
Company. No other leave will be applicable. 

7. Promotion   

Promotions will be based on your performance, contribution and as per the 

rules and regulations of the Company relevant and applicable. 

8. Travel   

You may be required to travel within India and overseas for the purpose of 

work and/or training whenever required by the Company and you will be 

required to remain outside India for such period as may be determined by the 

Company.  For this purpose, you shall be required to enter into such 

agreements as may be required by the Company from time to time to protect 

the interests of the Company. All expenses including, flight tickets, hotel 

accommodation etc., that may be incurred in connection with such travel will 

be borne by the Company. You must have a valid passport while joining the 

Company and a copy of the passport must be deposited with the Company. 

Company will take responsibility for arranging travel visas and other 

formalities.  
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9. Minimum Period of Service 

 

Your employment is governed by a two year service agreement and you are required 

to execute a bond / contract guaranteeing a sum of Rs.2,00,000/- (Rupees Two lakh) 

to be payable to the Company in accordance with the terms and conditions of such 

contract. The above contract shall also be signed by two sureties, one of whom 

should be your parent.  

 

10. Notice Period & Termination of Employment. 

a) Either party may terminate the agreement, for any reason or on convenience, 

by giving two months’ notice to the other party without assigning any reason 

whatsoever.  

b) Notwithstanding anything contained above, the Company reserves the right to 

terminate your employment with the Company: 

vi. by giving one month’s notice or notice pay in lieu thereof, if you 

become unfit for work or are unable to discharge your duties or        

are negligent or irregular or inefficient in the discharge of your       

duties; 

vii. with immediate effect, if you commit a breach of any of the covenants 

and obligations to be observed and performed by you under these 

presents or in relation to the service under these presents or rules and 

regulations of the Company notified from time to time; 

viii. with immediate effect, if you are guilty of misconduct as judged by the 

Company or fail to carry out all orders and instructions issued to you. 

11. Regulations 

a) Your employment will be governed by, and you are bound to abide by, the 

decisions, directives, rules and regulations of the Company which may be 

notified from time to time. You are expected to devote your entire working 

time, energy, and attention exclusively to the work of the Company, and 

should not take up any other direct or indirect business or work, honorary or 

otherwise, while in employment with the Company, unless so permitted in 

writing by the Company. You are expected to refrain from engaging yourself 

in any assignment/employment  which may create a conflict of interest in duly 

exercising your responsibilities associated with the position offered hereunder. 

b) You are expected to work diligently, faithfully and to the best of your ability in 

serving the Company and to use the best of your endeavour to promote the 

interests of the Company and perform all duties that may be entrusted to you 

from time to time. 

c) You shall be responsible for the safe keeping of all Company property that is 

being used by you or left in your custody or charge and shall upon the 

request of the Company or termination of your service, whichever is earlier, 
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deliver to the Company all the properties of the Company, in your custody or 

possession. 

d) All intellectual properties rights in, India and abroad, for the full term of such 

rights, in any “work” (as defined under the Copyright Act, 1957 and as 
amended from time to time) or in any other matter including but not limited 

to, documents, computer software and databases or papers, of any type 

including all improvements) conceived / created / made fully or in part 

(whether or not during regular office / business hours) by you during your 

period of employment with the Company, shall stand automatically vested in 

and be the sole and exclusive property of the Company and shall be disclosed 

in writing promptly to the Company. You shall also at the cost of the Company 

execute and register, all documents required, statutorily or otherwise by the 

Company, to further confirm the above ownership rights in favour of the 

Company. 

e) You shall execute the Security and Confidentiality Regulations of the Company 

with respect to protection of confidential information of the Company. 

f) You understand that if you are deputed on any work/assignment/project at 

locations specified by customers, you will gain extensive knowledge and 

information of customers’ business and their specific requirements and skills 
by closely working with the customers, which would be of great value to the 

Company, and which knowledge, information and skills the Company would 

want to utilise on completion of such deputation. Customers in this context 

shall mean clients, business partners, business associates, subsidiaries, 

affiliates or any other legal entity or business unit with whom the Company 

has business relationship. Moreover, you also understand that the Company 

would be expending considerable cost for such deputation. Therefore, you 

agree that after completion of such deputation for a duration of more than 45 

days, you continue in employment with the Company for a period of at least 6 

months from the end of such deputation. 

g) You shall at any times be liable for the disciplinary actions including warning, 

suspension, discharge and dismissal for unsatisfactory performance, causing 

damage/ financial loss to the Company, committing breach of any service 

conditions or misconduct such as irregular attendance, unauthorised absence, 

misbehaviour, theft, misappropriation/ fraud, dishonesty, immorality, 

conviction, falsification of documents/ records or information given in your 

bio-data/ application for securing job in the Company or any  undesirable acts 

which in the opinion of the Company is prejudicial and detrimental to the 

interest of the Company. Pending disciplinary action, you can be suspended 

from service. 

h) During your employment with Company and for a period of one (1) year 

immediately following termination of your employment, for any reason 

whatsoever, you shall not: 

i) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 



Page 6 of 7 

Ref: IBS/OFF/SE/12611 

committee member, office bearer or shareholder, own, operate, assist, 

take up employment in, participate in or be associated with, in the 

country of employment, any concern/entity that is engaged in 

developing, designing, producing, marketing, or selling, software 

products or services in competition with the Company, to the travel,  

transportation and logistics industry and such other industry the 

Company will serve in future. You acknowledge and agree to this 

restriction, considering the Confidential and Proprietary Information of 

the Company, coming to your knowledge and possession during your 

tenure with the Company, which if disclosed to or shared with or made 

use by such competitors, may prejudicially affect and jeopardise the 

Company’s interest.;  
 

ii) directly or indirectly contact, seek or accept employment with any third 

party (including past, present or prospective customers) that you have 

interacted with, or have provided any services to whether directly or 

indirectly during the course of your employment with the Company or 

solicit, entice, take away or attempt to contact, solicit, entice or take 

such third parties away from Company or in any way damage their 

business relationship with the Company. You acknowledge that any 

violation to this obligation may result in legal proceedings for actual 

damages ensued to the Company; or 

 

iii) directly or indirectly, either on your own account or as a partner, 

employee, consultant, advisor, agent, contractor, director, trustee, 

committee member or office bearer, directly or indirectly, contact, 

recruit, solicit or hire any of the employees of the Company, or induce 

or attempt to induce any employee of the Company to terminate 

his/her employment with, or otherwise cease or damage his/her 

relationship with the Company. 

 

i) This Appointment Offer is to be read in conjunction with the rules and 

regulations, codes and policies, laid down by the Company from time to time. 

In the event any conflict arises between Appointment Offer and the rules and 

regulations laid down by the Company from time to time, such rules and 

regulations shall prevail. 

j) The service conditions mentioned in this Appointment Offer are not subject to 

any amendments unless communicated by the authorised officer nominated 

by the Company for this purpose. 

k) If any of the clauses or sub clauses of this Appointment Offer become invalid 

or be so judged, the remaining clauses or sub clauses shall be deemed 

severable and shall remain in full force and effect. 

l) The Company reserves the right to initiate legal proceedings for any breach 

by you of any of terms of your employment.  
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m) This Appointment Offer shall be governed and construed in accordance with 

the laws of India.  

n) In the event of any dispute between the parties hereto regarding or arising 

out of this Appointment Offer, the Courts in Trivandrum, Kerala, shall have 

the sole jurisdiction, to the exclusion of all other courts that may otherwise 

have had jurisdiction. 

o) This employment offer is made based on complete reliance to the 

representations you have provided to us, during our discussions prior to the 

release of the offer and other documents submitted by you.  Any 

misrepresentation either oral or written or any fraud or forgery related to your 

representations or any documentation submitted revealed through your 

background verification may result in revocation of this offer. The Company 

reserves to terminate your employment, if such fraud, forgery or 

misrepresentation is cited, post acceptance of this offer or during employment 

with the Company. 

p) The offer is extended relying on your representation that you suffer no 

incapacities, either legal or contractual, from accepting  this offer of 

employment or fulfilling any of the potential employment responsibilities, 

which may include but is not limited to, your non -compete obligations with 

your previous employer/s. 

 

 

For any additional information or clarification on any of the above terms and conditions, 

please do not hesitate to contact us. 

 

Yours Sincerely, 

 

For IBS Software (P) Ltd. 

 

 

 

 

Jayan P 

(Sr.Vice President  & Head of Global Human Resources) 

 

I have read and understood the terms and conditions of the above Appointment Offer and I 
hereby voluntarily and unconditionally accept the same. 

 

Signed by : 

Name  : 

Date  : 
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HRD/3T/19-20/12746972 
   

 

  Mr. Aswin Balachandran                    
  Candidate ID: 12746972                                                                                       August 1, 2019 

  Chittettu,  
  Kangazha P.O, Pathanad 
  Kottayam - 686541 
  Kerala 
  India 
  Ph: (91) 97478 93600 
 

 

Dear Aswin, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 
be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 

Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.08.01 14:29:27 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746972                                                                                     August 1, 2019  

 

Mr. Aswin Balachandran                    
Candidate ID: 12746972 

Chittettu,  
Kangazha P.O, Pathanad 
Kottayam - 686541 
Kerala 
India 
Ph: (91) 97478 93600 
 

Dear Aswin, 

 

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

Systems Engineer. 

 
Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 6, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 
* For the purpose of this agreement, "affiliate" means any entity that controls , is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

 

The training program will consist of classroom training and on-the-job training. The duration of the 
classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 
You will be on probation for a period of twelve months from the date of completion of the training and 
your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave  
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus  
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance  
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 
 

If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 
 

When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 
 

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 

Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 

www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Aswin Balachandran 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS  

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS  

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

O THER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 
 (Without Security) 

 
Nil 

        
12 

 
Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 
to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 
with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Aswin Balachandran 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS  

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS  

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS  
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS ) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS ) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS ) 30,000 

 

O THER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 
(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 
Nil 

        

12 
 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 
to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 
 

 
 

 

 
 

 
 

   Í,jehÈAswYÎ 
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HRD/3T/19-20/12747002 
   

 

  Ms. Fathima S                    
  Candidate ID: 12747002                                                                                       July 08, 2019 
  Firdous, Kannoth Road,  
  Unichira Thykavu, Changampuzha Nagar P.O 
  Ernakulam - 682033 
  Kerala 
  India 
  Ph: (91) 94957 36729 
 

 

Dear Fathima, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.08 19:20:54 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12747002                                                                                     July 08, 2019  
 

Ms. Fathima S                    
Candidate ID: 12747002 
Firdous, Kannoth Road,  
Unichira Thykavu, Changampuzha Nagar P.O 
Ernakulam - 682033 
Kerala 
India 
Ph: (91) 94957 36729 
 

Dear Fathima, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be September 16, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Fathima S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Fathima S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jf”ÈFathÎ 
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   Í,je]ÈSan:Î 
 

HRD/3T/19-20/12746961 
   

 

  Mr. Santhanu S Nair                    
  Candidate ID: 12746961                                                                                       September 6, 2019 
  Pranavam, Tc-9/2044-1,  
  Kochar Road, Sasthamangalam 
  Thiruvananthapuram - 695010 
  Kerala 
  India 
  Ph: (91) 94967 76828 
 

 

Dear Santhanu, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:10:52 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746961                                                                                     September 6, 2019  
 

Mr. Santhanu S Nair                    
Candidate ID: 12746961 
Pranavam, Tc-9/2044-1,  
Kochar Road, Sasthamangalam 
Thiruvananthapuram - 695010 
Kerala 
India 
Ph: (91) 94967 76828 
 

Dear Santhanu, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be December 30, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Santhanu S Nair 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Santhanu S Nair 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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HRD/3T/19-20/12746797 
   

 

  Mr. Anand Lokanath                    
  Candidate ID: 12746797                                                                                       September 6, 2019 
  Lovely,  
  Tuneri, Vatakara 
  Kozhikode - 673505 
  Kerala 
  India 
  Ph: (91) 99461 97881 
 

 

Dear Anand, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:09:39 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746797                                                                                     September 6, 2019  
 

Mr. Anand Lokanath                    
Candidate ID: 12746797 
Lovely,  
Tuneri, Vatakara 
Kozhikode - 673505 
Kerala 
India 
Ph: (91) 99461 97881 
 

Dear Anand, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
 
 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 5 of 8 

                                                                                                                              

      

Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Anand Lokanath 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Anand Lokanath 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jcÅÈAnaKÎ 
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   Í,jf!ÈDevÈÎ 
 

HRD/3T/19-20/12747001 
   

 

  Ms. Devika S                    
  Candidate ID: 12747001                                                                                       September 5, 2019 
  Sreesailam,  
  Olavaipu P O, Cherthala 
  Alappuzha - 688526 
  Kerala 
  India 
  Ph: (91) 98466 86370 
 

 

Dear Devika, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:55:00 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12747001                                                                                     September 5, 2019  
 

Ms. Devika S                    
Candidate ID: 12747001 
Sreesailam,  
Olavaipu P O, Cherthala 
Alappuzha - 688526 
Kerala 
India 
Ph: (91) 98466 86370 
 

Dear Devika, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Devika S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Devika S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jf!ÈDevÈÎ 
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   Í,jeMÈFahJÎ 
 

HRD/3T/19-20/12746945 
   

 

  Mr. Fahmin Firoz                    
  Candidate ID: 12746945                                                                                       August 1, 2019 
  Mookada House,  
  Perumbavoor P.O 
  Ernkulam - 683542 
  Kerala 
  India 
  Ph: (91) 82817 27519 
 

 

Dear Fahmin, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.08.01 14:29:08 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746945                                                                                     August 1, 2019  
 

Mr. Fahmin Firoz                    
Candidate ID: 12746945 
Mookada House,  
Perumbavoor P.O 
Ernkulam - 683542 
Kerala 
India 
Ph: (91) 82817 27519 
 

Dear Fahmin, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
 
 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 5 of 8 

                                                                                                                              

      

Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Fahmin Firoz 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Fahmin Firoz 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeMÈFahJÎ 
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HRD/3T/19-20/12746932 
   

 

  Ms. Gayathri V Marar                    
  Candidate ID: 12746932                                                                                       September 5, 2019 
  Padickal Marath,  
  Thuruthissery, Mekkad P.O 
  Ernakulam - 683589 
  Kerala 
  India 
  Ph: (91) 94977 96759 
 

 

Dear Gayathri, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:41 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746932                                                                                     September 5, 2019  
 

Ms. Gayathri V Marar                    
Candidate ID: 12746932 
Padickal Marath,  
Thuruthissery, Mekkad P.O 
Ernakulam - 683589 
Kerala 
India 
Ph: (91) 94977 96759 
 

Dear Gayathri, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 11, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Gayathri V Marar 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Gayathri V Marar 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je@ÈGay=Î 
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   Í,jerÈGreuÎ 
 

HRD/3T/19-20/12746982 
   

 

  Ms. Greety C Maria                    
  Candidate ID: 12746982                                                                                       September 5, 2019 
  Thekkekara House,  
  Kidangoor P.O, Angamaly 
  Ernakulam - 683572 
  Kerala 
  India 
  Ph: (91) 93495 14825 
 

 

Dear Greety, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:51 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746982                                                                                     September 5, 2019  
 

Ms. Greety C Maria                    
Candidate ID: 12746982 
Thekkekara House,  
Kidangoor P.O, Angamaly 
Ernakulam - 683572 
Kerala 
India 
Ph: (91) 93495 14825 
 

Dear Greety, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Greety C Maria 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Greety C Maria 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jerÈGreuÎ 
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HRD/3T/19-20/12746930 
   

 

  Ms. Jiya Joy                    
  Candidate ID: 12746930                                                                                       July 30, 2019 
  Kooren House,  
  Providence Road 
  Ernakulam - 682018 
  Kerala 
  India 
  Ph: (91) 97459 05240 
 

 

Dear Jiya, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.30 15:45:40 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746930                                                                                     July 30, 2019  
 

Ms. Jiya Joy                    
Candidate ID: 12746930 
Kooren House,  
Providence Road 
Ernakulam - 682018 
Kerala 
India 
Ph: (91) 97459 05240 
 

Dear Jiya, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 17, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Jiya Joy 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Jiya Joy 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je>ÈJiyÃÎ 
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   Í,jeyÈMar?Î 
 

HRD/3T/19-20/12746989 
   

 

  Ms. Mariya Roy                    
  Candidate ID: 12746989                                                                                       September 5, 2019 
  Chintavalappu Flats Block, 7 F.2, F2,  
  Puthyara P.O 
  Kozhikode - 673004 
  Kerala 
  India 
  Ph: (91) 96450 65270 
 

 

Dear Mariya, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:54 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746989                                                                                     September 5, 2019  
 

Ms. Mariya Roy                    
Candidate ID: 12746989 
Chintavalappu Flats Block, 7 F.2, F2,  
Puthyara P.O 
Kozhikode - 673004 
Kerala 
India 
Ph: (91) 96450 65270 
 

Dear Mariya, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 11, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Mariya Roy 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Mariya Roy 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeyÈMar?Î 
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   Í,jeBÈRahfÎ 
 

HRD/3T/19-20/12746934 
   

 

  Ms. Rahendhu Haridas                    
  Candidate ID: 12746934                                                                                       July 09, 2019 
  H.No. 9/602 A1,  
  Pandikudy, Mattanchery P.O 
  Ernakulam - 682002 
  Kerala 
  India 
  Ph: (91) 75108 59589 
 

 

Dear Rahendhu, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:01 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746934                                                                                     July 09, 2019  
 

Ms. Rahendhu Haridas                    
Candidate ID: 12746934 
H.No. 9/602 A1,  
Pandikudy, Mattanchery P.O 
Ernakulam - 682002 
Kerala 
India 
Ph: (91) 75108 59589 
 

Dear Rahendhu, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Rahendhu Haridas 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Rahendhu Haridas 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeBÈRahfÎ 
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HRD/3T/19-20/12746975 
   

 

  Ms. Roshni Pavithran                    
  Candidate ID: 12746975                                                                                       July 09, 2019 
  Kavil House,  
  Asokapuram P.O, Aluva 
  Ernakulam - 683101 
  Kerala 
  India 
  Ph: (91) 94009 37310 
 

 

Dear Roshni, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:21 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746975                                                                                     July 09, 2019  
 

Ms. Roshni Pavithran                    
Candidate ID: 12746975 
Kavil House,  
Asokapuram P.O, Aluva 
Ernakulam - 683101 
Kerala 
India 
Ph: (91) 94009 37310 
 

Dear Roshni, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 17, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Roshni Pavithran 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Roshni Pavithran 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jekÈRos(Î 
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   Í,jf$ÈShaWÎ 
 

HRD/3T/19-20/12747004 
   

 

  Ms. Shanaraj V K                    
  Candidate ID: 12747004                                                                                       July 08, 2019 
  Udayam,  
  Thiruvangad P.O, Thalassery 
  Kannur - 670103 
  Kerala 
  India 
  Ph: (91) 97456 12751 
 

 

Dear Shanaraj, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.08 19:20:56 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12747004                                                                                     July 08, 2019  
 

Ms. Shanaraj V K                    
Candidate ID: 12747004 
Udayam,  
Thiruvangad P.O, Thalassery 
Kannur - 670103 
Kerala 
India 
Ph: (91) 97456 12751 
 

Dear Shanaraj, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be October 07, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Shanaraj V K 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Shanaraj V K 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jf$ÈShaWÎ 
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   Í,jdÆÈSun”Î 
 

HRD/3T/19-20/12746898 
   

 

  Ms. Sunairah Syed Mahin                    
  Candidate ID: 12746898                                                                                       September 6, 2019 
  Harisree Sreesylam Apts, Flat No B1B2,  
  Veliyannoor, Kokkala 
  Thrissur - 680021 
  Kerala 
  India 
  Ph: (91) 98957 44463 
 

 

Dear Sunairah, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:10:02 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746898                                                                                     September 6, 2019  
 

Ms. Sunairah Syed Mahin                    
Candidate ID: 12746898 
Harisree Sreesylam Apts, Flat No B1B2,  
Veliyannoor, Kokkala 
Thrissur - 680021 
Kerala 
India 
Ph: (91) 98957 44463 
 

Dear Sunairah, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 6, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Sunairah Syed Mahin 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Sunairah Syed Mahin 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jdÆÈSun”Î 
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   Í,jd|ÈDevNÎ 
 

HRD/3T/19-20/12746892 
   

 

  Mr. Devanand P                    
  Candidate ID: 12746892                                                                                       July 09, 2019 
  Parayil(H),  
  Aruvai, Pazhanji P O 
  Thrissur - 680542 
  Kerala 
  India 
  Ph: (91) 81369 30090 
 

 

Dear Devanand, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:04:33 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746892                                                                                     July 09, 2019  
 

Mr. Devanand P                    
Candidate ID: 12746892 
Parayil(H),  
Aruvai, Pazhanji P O 
Thrissur - 680542 
Kerala 
India 
Ph: (91) 81369 30090 
 

Dear Devanand, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Devanand P 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Devanand P 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jd|ÈDevNÎ 
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   Í,je’ÈRosMÎ 
 

HRD/3T/19-20/12746907 
   

 

  Ms. Rose Mary Poly                    
  Candidate ID: 12746907                                                                                       July 08, 2019 
  Ponthempilly House,  
  Chengal, Kalady P.O 
  Ernakulam - 683574 
  Kerala 
  India 
  Ph: (91) 95440 09953 
 

 

Dear Rose, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.08 19:20:33 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746907                                                                                     July 08, 2019  
 

Ms. Rose Mary Poly                    
Candidate ID: 12746907 
Ponthempilly House,  
Chengal, Kalady P.O 
Ernakulam - 683574 
Kerala 
India 
Ph: (91) 95440 09953 
 

Dear Rose, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 11, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 3 of 8 

                                                                                                                              

      

  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Rose Mary Poly 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Rose Mary Poly 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je’ÈRosMÎ 
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   Í,jcvÈZer0Î 
 

HRD/3T/19-20/12746786 
   

 

  Ms. Zerene Anwar                    
  Candidate ID: 12746786                                                                                       September 6, 2019 
  Hazeena Cottage,  
  Ettumanoor P.O 
  Kottayam - 686631 
  Kerala 
  India 
  Ph: (91) 81368 10429 
 

 

Dear Zerene, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:09:20 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746786                                                                                     September 6, 2019  
 

Ms. Zerene Anwar                    
Candidate ID: 12746786 
Hazeena Cottage,  
Ettumanoor P.O 
Kottayam - 686631 
Kerala 
India 
Ph: (91) 81368 10429 
 

Dear Zerene, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Zerene Anwar 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Zerene Anwar 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jcvÈZer0Î 
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HRD/3T/19-20/12746912 
   

 

  Ms. Angelina Teresa                    
  Candidate ID: 12746912                                                                                       September 5, 2019 
  Chakkalakal House,  
  Vaduthala 
  Ernakulam - 682023 
  Kerala 
  India 
  Ph: (91) 98479 69804 
 

 

Dear Angelina, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:28 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746912                                                                                     September 5, 2019  
 

Ms. Angelina Teresa                    
Candidate ID: 12746912 
Chakkalakal House,  
Vaduthala 
Ernakulam - 682023 
Kerala 
India 
Ph: (91) 98479 69804 
 

Dear Angelina, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be October 14, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 6 of 8 

                                                                                                                              

      

 
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Angelina Teresa 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Angelina Teresa 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je,ÈAngbÎ 
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   Í,jeSÈArjdÎ 
 

HRD/3T/19-20/12746951 
   

 

  Mr. Arjun K Ajayan                    
  Candidate ID: 12746951                                                                                       September 6, 2019 
  6713, C /Keetharaparambil,  
  Kurishupally Road, Perumanoor 
  Ernakulam - 682015 
  Kerala 
  India 
  Ph: (91) 80899 11067 
 

 

Dear Arjun, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:10:38 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746951                                                                                     September 6, 2019  
 

Mr. Arjun K Ajayan                    
Candidate ID: 12746951 
6713, C /Keetharaparambil,  
Kurishupally Road, Perumanoor 
Ernakulam - 682015 
Kerala 
India 
Ph: (91) 80899 11067 
 

Dear Arjun, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 6, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
 
 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 5 of 8 

                                                                                                                              

      

Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Arjun K Ajayan 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Arjun K Ajayan 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeSÈArjdÎ 
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HRD/3T/19-20/12746970 
   

 

  Mr. Ganesh M Nair                    
  Candidate ID: 12746970                                                                                       September 5, 2019 
  Aiswarya, Vadakkethara,  
  Pazhayannur P.O 
  Thrissur - 680587 
  Kerala 
  India 
  Ph: (91) 73566 38599 
 

 

Dear Ganesh, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:46 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746970                                                                                     September 5, 2019  
 

Mr. Ganesh M Nair                    
Candidate ID: 12746970 
Aiswarya, Vadakkethara,  
Pazhayannur P.O 
Thrissur - 680587 
Kerala 
India 
Ph: (91) 73566 38599 
 

Dear Ganesh, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 3 of 8 

                                                                                                                              

      

  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Ganesh M Nair 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Ganesh M Nair 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jefÈGan}Î 
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   Í,jebÈJyoaÎ 
 

HRD/3T/19-20/12746966 
   

 

  Ms. Jyothika S Philip                    
  Candidate ID: 12746966                                                                                       July 08, 2019 
  Jyothis, Madathil Lane,  
  Thottakkattukara, Aluva 
  Ernakulam - 683108 
  Kerala 
  India 
  Ph: (91) 82815 58822 
 

 

Dear Jyothika, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.08 19:20:45 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746966                                                                                     July 08, 2019  
 

Ms. Jyothika S Philip                    
Candidate ID: 12746966 
Jyothis, Madathil Lane,  
Thottakkattukara, Aluva 
Ernakulam - 683108 
Kerala 
India 
Ph: (91) 82815 58822 
 

Dear Jyothika, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 3 of 8 

                                                                                                                              

      

  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Jyothika S Philip 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Jyothika S Philip 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jebÈJyoaÎ 
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   Í,jeiÈMohxÎ 
 

HRD/3T/19-20/12746973 
   

 

  Ms. Mohitha Thampy                    
  Candidate ID: 12746973                                                                                       July 09, 2019 
  Karthika, Love Shore Avenue,  
  Kochupally Road, Thoppumpady 
  Ernakulam - 682005 
  Kerala 
  India 
  Ph: (91) 97457 13293 
 

 

Dear Mohitha, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:19 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746973                                                                                     July 09, 2019  
 

Ms. Mohitha Thampy                    
Candidate ID: 12746973 
Karthika, Love Shore Avenue,  
Kochupally Road, Thoppumpady 
Ernakulam - 682005 
Kerala 
India 
Ph: (91) 97457 13293 
 

Dear Mohitha, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 06, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Mohitha Thampy 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Mohitha Thampy 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeiÈMohxÎ 
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   Í,jexÈNiv2Î 
 

HRD/3T/19-20/12746988 
   

 

  Ms. Nivedita B                    
  Candidate ID: 12746988                                                                                       July 09, 2019 
  Vinayaka’, 5Th Miles,  
  Ponniam Road, Kadirur P.O, Thalassery 
  Kannur - 670642 
  Kerala 
  India 
  Ph: (91) 82819 05325 
 

 

Dear Nivedita, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:33 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746988                                                                                     July 09, 2019  
 

Ms. Nivedita B                    
Candidate ID: 12746988 
Vinayaka’, 5Th Miles,  
Ponniam Road, Kadirur P.O, Thalassery 
Kannur - 670642 
Kerala 
India 
Ph: (91) 82819 05325 
 

Dear Nivedita, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be December 30, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Nivedita B 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Nivedita B 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jexÈNiv2Î 
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   Í,jeLÈSaclÎ 
 

HRD/3T/19-20/12746944 
   

 

  Mr. Sachin Francis                    
  Candidate ID: 12746944                                                                                       July 09, 2019 
  Edassery House,  
  Kidangoor P.O, Angamaly 
  Ernakulam - 683572 
  Kerala 
  India 
  Ph: (91) 70259 10252 
 

 

Dear Sachin, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:04 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746944                                                                                     July 09, 2019  
 

Mr. Sachin Francis                    
Candidate ID: 12746944 
Edassery House,  
Kidangoor P.O, Angamaly 
Ernakulam - 683572 
Kerala 
India 
Ph: (91) 70259 10252 
 

Dear Sachin, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Sachin Francis 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Sachin Francis 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeLÈSaclÎ 
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   Í,jecÈSadiÎ 
 

HRD/3T/19-20/12746967 
   

 

  Ms. Sadhiya E M                    
  Candidate ID: 12746967                                                                                       July 09, 2019 
  Edapully House,  
  Puthenchira South P O, Maniyamkavu 
  Thrissur - 680682 
  Kerala 
  India 
  Ph: (91) 90615 65722 
 

 

Dear Sadhiya, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:16 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746967                                                                                     July 09, 2019  
 

Ms. Sadhiya E M                    
Candidate ID: 12746967 
Edapully House,  
Puthenchira South P O, Maniyamkavu 
Thrissur - 680682 
Kerala 
India 
Ph: (91) 90615 65722 
 

Dear Sadhiya, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 17, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Sadhiya E M 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Sadhiya E M 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jecÈSadiÎ 
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   Í,jdxÈSar\Î 
 

HRD/3T/19-20/12746888 
   

 

  Mr. Sarath S                    
  Candidate ID: 12746888                                                                                       July 09, 2019 
  Sivalayam(H), Padamadam Road,  
  Peruvaram East, North Paravoor 
  Ernakulam - 683513 
  Kerala 
  India 
  Ph: (91) 86068 04031 
 

 

Dear Sarath, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:04:29 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746888                                                                                     July 09, 2019  
 

Mr. Sarath S                    
Candidate ID: 12746888 
Sivalayam(H), Padamadam Road,  
Peruvaram East, North Paravoor 
Ernakulam - 683513 
Kerala 
India 
Ph: (91) 86068 04031 
 

Dear Sarath, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Sarath S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Sarath S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jdxÈSar\Î 
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   Í,je*ÈShwNÎ 
 

HRD/3T/19-20/12746910 
   

 

  Ms. Shwetha Mary Sam                    
  Candidate ID: 12746910                                                                                       September 5, 2019 
  Plammotil House,  
  Karuvatta, Adoor P.O 
  Pathanamthitta - 691523 
  Kerala 
  India 
  Ph: (91) 90480 18909 
 

 

Dear Shwetha, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:28 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746910                                                                                     September 5, 2019  
 

Ms. Shwetha Mary Sam                    
Candidate ID: 12746910 
Plammotil House,  
Karuvatta, Adoor P.O 
Pathanamthitta - 691523 
Kerala 
India 
Ph: (91) 90480 18909 
 

Dear Shwetha, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Shwetha Mary Sam 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Shwetha Mary Sam 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je*ÈShwNÎ 
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HRD/3T/19-20/12746895 
   

 

  Ms. Surya Joseph                    
  Candidate ID: 12746895                                                                                       July 09, 2019 
  Madappilly House,  
  Pazhookara, Annalloor 
  Thrissur - 680731 
  Kerala 
  India 
  Ph: (91) 96561 29197 
 

 

Dear Surya, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:04:37 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746895                                                                                     July 09, 2019  
 

Ms. Surya Joseph                    
Candidate ID: 12746895 
Madappilly House,  
Pazhookara, Annalloor 
Thrissur - 680731 
Kerala 
India 
Ph: (91) 96561 29197 
 

Dear Surya, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Surya Joseph 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Surya Joseph 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jdÃÈSur6Î 
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HRD/3T/19-20/12746885 
   

 

  Ms. Akhila Anil                    
  Candidate ID: 12746885                                                                                       July 31, 2019 
  Minnus House,  
  Nochikadi Parambha, Cheverambhalam 
  Kozhikode - 673017 
  Kerala 
  India 
  Ph: (91) 73563 98030 
 

 

Dear Akhila, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.31 13:27:57 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746885                                                                                     July 31, 2019  
 

Ms. Akhila Anil                    
Candidate ID: 12746885 
Minnus House,  
Nochikadi Parambha, Cheverambhalam 
Kozhikode - 673017 
Kerala 
India 
Ph: (91) 73563 98030 
 

Dear Akhila, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be December 30, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 7 of 8 

 

 

 

 
 

 

                                                                                                                                                                                       

  

 

ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Akhila Anil 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Akhila Anil 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jduÈAkhAÎ 
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HRD/3T/19-20/12746799 
   

 

  Mr. Akhilnath K A                    
  Candidate ID: 12746799                                                                                       July 09, 2019 
  Kollattil House,  
  Kottanellur P.O, Irinjalakuda 
  Thrissur - 680662 
  Kerala 
  India 
  Ph: (91) 97469 70597 
 

 

Dear Akhilnath, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:04:19 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746799                                                                                     July 09, 2019  
 

Mr. Akhilnath K A                    
Candidate ID: 12746799 
Kollattil House,  
Kottanellur P.O, Irinjalakuda 
Thrissur - 680662 
Kerala 
India 
Ph: (91) 97469 70597 
 

Dear Akhilnath, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 06, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Akhilnath K A 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Akhilnath K A 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jcÇÈAkhvÎ 
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HRD/3T/19-20/12747003 
   

 

  Mr. Amal Johnson                    
  Candidate ID: 12747003                                                                                       September 5, 2019 
  Kannampuzha House,  
  Puliyakunnu, Ashtamichira P.O 
  Thrissur - 680731 
  Kerala 
  India 
  Ph: (91) 99613 05398 
 

 

Dear Amal, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:55:01 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12747003                                                                                     September 5, 2019  
 

Mr. Amal Johnson                    
Candidate ID: 12747003 
Kannampuzha House,  
Puliyakunnu, Ashtamichira P.O 
Thrissur - 680731 
Kerala 
India 
Ph: (91) 99613 05398 
 

Dear Amal, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be September 30, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Amal Johnson 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Amal Johnson 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jf#ÈAmaqÎ 
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   Í,jc{ÈAna3Î 
 

HRD/3T/19-20/12746791 
   

 

  Mr. Anand M C                    
  Candidate ID: 12746791                                                                                       August 1, 2019 

  Matheth Madom,  
  Madavana P O, Kodungallur 
  Thrissur - 680666 
  Kerala 
  India 
  Ph: (91) 94009 01287 
 

 

Dear Anand, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 
be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 

Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.08.01 14:28:16 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746791                                                                                     August 1, 2019  

 

Mr. Anand M C                    
Candidate ID: 12746791 

Matheth Madom,  
Madavana P O, Kodungallur 
Thrissur - 680666 
Kerala 
India 
Ph: (91) 94009 01287 
 

Dear Anand, 

 

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

Systems Engineer. 

 
Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 6, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 
* For the purpose of this agreement, "affiliate" means any entity that controls , is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

 

The training program will consist of classroom training and on-the-job training. The duration of the 
classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 
You will be on probation for a period of twelve months from the date of completion of the training and 
your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave  
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus  
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 

 

 

 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 4 of 8 

                                                                                                                       

      

 

National Pension Scheme 
 

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

 

Insurance  
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 
 

If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 
 

When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 
 

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 6 of 8 

                                                                                                                      

      

 
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 

Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 

www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Anand M C 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS  

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS  

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

O THER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 
 (Without Security) 

 
Nil 

        
12 

 
Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 
to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 
with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Anand M C 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS  

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS  

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS  
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS ) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS ) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS ) 30,000 

 

O THER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 
(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 
Nil 

        

12 
 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 
to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 
 

 
 

 

 
 

 
 

   Í,jc{ÈAna3Î 
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HRD/3T/19-20/12746899 
   

 

  Ms. Anjala Khan M N                    
  Candidate ID: 12746899                                                                                       July 31, 2019 
  Mukalel House,  
  Thejus Nagar, Kalamassery P.O 
  Ernakulam - 683104 
  Kerala 
  India 
  Ph: (91) 97461 22305 
 

 

Dear Anjala, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.31 13:28:05 +05:30
Reason: Offer Letter
Location: Bangalore



                                                                                                                                          

Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 2 of 8 

 
 

                

     
HRD/3T/19-20/12746899                                                                                     July 31, 2019  
 

Ms. Anjala Khan M N                    
Candidate ID: 12746899 
Mukalel House,  
Thejus Nagar, Kalamassery P.O 
Ernakulam - 683104 
Kerala 
India 
Ph: (91) 97461 22305 
 

Dear Anjala, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Anjala Khan M N 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Anjala Khan M N 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jdÇÈAnj7Î 
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HRD/3T/19-20/12746881 
   

 

  Ms. Aparna Ajayakumar                    
  Candidate ID: 12746881                                                                                       August 1, 2019 

  Thekkeppattu House,  
  Konikkara P.O, Trikkur 
  Thrissur - 680306 
  Kerala 
  India 
  Ph: (91) 81368 39980 
 

 

Dear Aparna, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 
be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 

Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.08.01 14:28:26 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746881                                                                                     August 1, 2019  

 

Ms. Aparna Ajayakumar                    
Candidate ID: 12746881 

Thekkeppattu House,  
Konikkara P.O, Trikkur 
Thrissur - 680306 
Kerala 
India 
Ph: (91) 81368 39980 
 

Dear Aparna, 

 

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

Systems Engineer. 

 
Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 6, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 
* For the purpose of this agreement, "affiliate" means any entity that controls , is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

 

The training program will consist of classroom training and on-the-job training. The duration of the 
classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 
You will be on probation for a period of twelve months from the date of completion of the training and 
your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave  
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus  
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 

 

 

 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 4 of 8 

                                                                                                                       

      

 

National Pension Scheme 
 

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

 

Insurance  
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 
 

If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 
 

When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 
 

Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 

Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 

www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Aparna Ajayakumar 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS  

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS  

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

O THER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 
 (Without Security) 

 
Nil 

        
12 

 
Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 
to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 
with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Aparna Ajayakumar 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS  

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS  

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS  
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS ) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS ) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS ) 30,000 

 

O THER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 
(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 
Nil 

        

12 
 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 
to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 
 

 
 

 

 
 

 
 

   Í,jdqÈApaÇÎ 
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   Í,je6ÈIre_Î 
 

HRD/3T/19-20/12746922 
   

 

  Ms. Irene G Alapatt                    
  Candidate ID: 12746922                                                                                       July 31, 2019 
  Alapatt House,  
  Alapatt House, Pallath Lane Road, Gandigram, Irinjalakuda 
  Thrissur - 680121 
  Kerala 
  India 
  Ph: (91) 94009 19192 
 

 

Dear Irene, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.31 13:28:36 +05:30
Reason: Offer Letter
Location: Bangalore



                                                                                                                                          

Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 2 of 8 

 
 

                

     
HRD/3T/19-20/12746922                                                                                     July 31, 2019  
 

Ms. Irene G Alapatt                    
Candidate ID: 12746922 
Alapatt House,  
Alapatt House, Pallath Lane Road, Gandigram, Irinjalakuda 
Thrissur - 680121 
Kerala 
India 
Ph: (91) 94009 19192 
 

Dear Irene, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 11, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 6 of 8 

                                                                                                                              

      

 
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Irene G Alapatt 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 
 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 8 of 8 

 

 

 

 

 

 

 
 

 

ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Irene G Alapatt 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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HRD/3T/19-20/12746927 
   

 

  Ms. Jyothi Krishna M V                    
  Candidate ID: 12746927                                                                                       July 08, 2019 
  Madavanaparambil House,  
  Padivattom, Edappally P.O 
  Ernakulam - 682024 
  Kerala 
  India 
  Ph: (91) 81296 92723 
 

 

Dear Jyothi, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.08 19:20:41 +05:30
Reason: Offer Letter
Location: Bangalore



                                                                                                                                          

Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 2 of 8 

 
 

                

     
HRD/3T/19-20/12746927                                                                                     July 08, 2019  
 

Ms. Jyothi Krishna M V                    
Candidate ID: 12746927 
Madavanaparambil House,  
Padivattom, Edappally P.O 
Ernakulam - 682024 
Kerala 
India 
Ph: (91) 81296 92723 
 

Dear Jyothi, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 11, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Jyothi Krishna M V 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Jyothi Krishna M V 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je;ÈJyo,Î 
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   Í,jenÈSabÉÎ 
 

HRD/3T/19-20/12746978 
   

 

  Ms. Sabeena Sandra                    
  Candidate ID: 12746978                                                                                       July 31, 2019 
  Pulickal House,  
  Punnackal, Elamakkara P.O 
  Ernakulam - 682026 
  Kerala 
  India 
  Ph: (91) 97446 28699 
 

 

Dear Sabeena, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.31 13:29:07 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746978                                                                                     July 31, 2019  
 

Ms. Sabeena Sandra                    
Candidate ID: 12746978 
Pulickal House,  
Punnackal, Elamakkara P.O 
Ernakulam - 682026 
Kerala 
India 
Ph: (91) 97446 28699 
 

Dear Sabeena, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be December 16, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Sabeena Sandra 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Sabeena Sandra 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jenÈSabÉÎ 
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   Í,jd~ÈSanTÎ 
 

HRD/3T/19-20/12746894 
   

 

  Mr. Sanjay Krishna T S                    
  Candidate ID: 12746894                                                                                       August 1, 2019 
  Therambath House,  
  Sreyas Nagar, Ollukkara P.O 
  Thrissur - 680655 
  Kerala 
  India 
  Ph: (91) 82818 13323 
 

 

Dear Sanjay, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.08.01 14:28:41 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746894                                                                                     August 1, 2019  
 

Mr. Sanjay Krishna T S                    
Candidate ID: 12746894 
Therambath House,  
Sreyas Nagar, Ollukkara P.O 
Thrissur - 680655 
Kerala 
India 
Ph: (91) 82818 13323 
 

Dear Sanjay, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 6 of 8 

                                                                                                                              

      

 
As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Sanjay Krishna T S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Sanjay Krishna T S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jd~ÈSanTÎ 
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   Í,jeZÈSan.Î 
 

HRD/3T/19-20/12746958 
   

 

  Mr. Sanju Bhaskar K S                    
  Candidate ID: 12746958                                                                                       August 1, 2019 
  Kochupurackal,  
  Varanad P.O, Cherthala 
  Alappuzha - 688539 
  Kerala 
  India 
  Ph: (91) 98468 81965 
 

 

Dear Sanju, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.08.01 14:29:15 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746958                                                                                     August 1, 2019  
 

Mr. Sanju Bhaskar K S                    
Candidate ID: 12746958 
Kochupurackal,  
Varanad P.O, Cherthala 
Alappuzha - 688539 
Kerala 
India 
Ph: (91) 98468 81965 
 

Dear Sanju, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Sanju Bhaskar K S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Sanju Bhaskar K S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeZÈSan.Î 
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   Í+ÂgcÈAmaxÎ 
 

HRD/3T/19-20/11007167 
   

 

  Mr. Amal Jaison                    
  Candidate ID: 11007167                                                                                       July 05, 2019 
  Kallarachully House,  
  Paduvapuram P.O, Edakkunnu, Angamaly 
  Ernakulam - 683576 
  Kerala 
  India 
  Ph: (91) 95623 40435 
 

 

Dear Amal, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.05 14:14:18 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/11007167                                                                                     July 05, 2019  
 

Mr. Amal Jaison                    
Candidate ID: 11007167 
Kallarachully House,  
Paduvapuram P.O, Edakkunnu, Angamaly 
Ernakulam - 683576 
Kerala 
India 
Ph: (91) 95623 40435 
 

Dear Amal, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be August 05, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Amal Jaison 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 
 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 8 of 8 

 

 

 

 

 

 

 
 

 

ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Amal Jaison 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í+ÂgcÈAmaxÎ 
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HRD/3T/19-20/12747000 
   

 

  Mr. Gopikrishnan S                    
  Candidate ID: 12747000                                                                                       July 08, 2019 
  Valiyaparambil,  
  Pallipuram P.O, Cherthala 
  Alappuzha - 688541 
  Kerala 
  India 
  Ph: (91) 98470 68792 
 

 

Dear Gopikrishnan, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.08 19:20:52 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12747000                                                                                     July 08, 2019  
 

Mr. Gopikrishnan S                    
Candidate ID: 12747000 
Valiyaparambil,  
Pallipuram P.O, Cherthala 
Alappuzha - 688541 
Kerala 
India 
Ph: (91) 98470 68792 
 

Dear Gopikrishnan, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 18, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Gopikrishnan S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Gopikrishnan S 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jfÂÈGopAÎ 
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HRD/3T/19-20/12746905 
   

 

  Mr. Kurumpolil Mahesh Chandra Babu                    
  Candidate ID: 12746905                                                                                       September 5, 2019 
  Manjima,  
  Arpookara East P.O 
  Ernakulam - 686008 
  Kerala 
  India 
  Ph: (91) 94967 21996 
 

 

Dear Kurumpolil Mahesh, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.05 20:54:25 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746905                                                                                     September 5, 2019  
 

Mr. Kurumpolil Mahesh Chandra Babu                    
Candidate ID: 12746905 
Manjima,  
Arpookara East P.O 
Ernakulam - 686008 
Kerala 
India 
Ph: (91) 94967 21996 
 

Dear Kurumpolil Mahesh, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be November 11, 2019. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Kurumpolil Mahesh Chandra Babu 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Kurumpolil Mahesh Chandra Babu 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,je%ÈKur=Î 
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HRD/3T/19-20/12746981 
   

 

  Mr. Rahul Ramesh Menon                    
  Candidate ID: 12746981                                                                                       July 09, 2019 
  Kottayil House,  
  Kandeswaram Road, Irinjalakuda 
  Thrissur - 680121 
  Kerala 
  India 
  Ph: (91) 95261 27636 
 

 

Dear Rahul, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:25 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746981                                                                                     July 09, 2019  
 

Mr. Rahul Ramesh Menon                    
Candidate ID: 12746981 
Kottayil House,  
Kandeswaram Road, Irinjalakuda 
Thrissur - 680121 
Kerala 
India 
Ph: (91) 95261 27636 
 

Dear Rahul, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 06, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Rahul Ramesh Menon 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Rahul Ramesh Menon 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jeqÈRahTÎ 
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   Í,jemÈVimUÎ 
 

HRD/3T/19-20/12746977 
   

 

  Mr. Vimal Ranjeev                    
  Candidate ID: 12746977                                                                                       July 09, 2019 
  Pattathalil House,  
  Rail View Lane ,Aluva 
  Ernakulam - 683101 
  Kerala 
  India 
  Ph: (91) 98476 24433 
 

 

Dear Vimal, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.07.09 03:05:23 +05:30
Reason: Offer Letter
Location: Bangalore



                                                                                                                                          

Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 2 of 8 

 
 

                

     
HRD/3T/19-20/12746977                                                                                     July 09, 2019  
 

Mr. Vimal Ranjeev                    
Candidate ID: 12746977 
Pattathalil House,  
Rail View Lane ,Aluva 
Ernakulam - 683101 
Kerala 
India 
Ph: (91) 98476 24433 
 

Dear Vimal, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Mr. Vimal Ranjeev 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Mr. Vimal Ranjeev 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jemÈVimUÎ 
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   Í,jcsÈDheÆÎ 
 

HRD/3T/19-20/12746783 
   

 

  Ms. Dheesha O K                    
  Candidate ID: 12746783                                                                                       September 6, 2019 
  Deesha House,  
  Payyambalam P.O 
  Kannur - 670001 
  Kerala 
  India 
  Ph: (91) 99863 55253 
 

 

Dear Dheesha, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:09:16 +05:30
Reason: Offer Letter
Location: Bangalore
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HRD/3T/19-20/12746783                                                                                     September 6, 2019  
 

Ms. Dheesha O K                    
Candidate ID: 12746783 
Deesha House,  
Payyambalam P.O 
Kannur - 670001 
Kerala 
India 
Ph: (91) 99863 55253 
 

Dear Dheesha, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be January 6, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
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Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Dheesha O K 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Dheesha O K 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 

 

 

 

 
 

 

 

 
 

 

   Í,jcsÈDheÆÎ 
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   Í,jePÈKav}Î 
 

HRD/3T/19-20/12746948 
   

 

  Ms. Kavya Bharathan                    
  Candidate ID: 12746948                                                                                       September 6, 2019 
  Saakalya House,  
  Kanjiramattom P.O 
  Ernakulam - 682315 
  Kerala 
  India 
  Ph: (91) 97454 75626 
 

 

Dear Kavya, 

Welcome to Infosys! 

Today, the corporate landscape is dynamic and the world ahead is full of possibilities! None of the amazing things 

we do at Infosys would be possible without an equally amazing culture, the environment where ideas can flourish 

and where you are empowered to move forward as far as your ideas will take you. 

 

At Infosys, we assure that your career will never stand still, we will inspire you to build what’s next and we will 
navigate further, together. Our journey of learnability, values and trusted relationships with our clients continue to 

be the cornerstones of our organization and these values are upheld only because of our people.  

 

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

 

Warm regards,  

 

     RICHARD LOBO 

     EVP and Head Human Resources – Infosys Limited 

 

 
 

  
                                                                                                                                                  

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 

 

Digitally signed by RICHARD LOBO
Date: 2019.09.06 10:10:36 +05:30
Reason: Offer Letter
Location: Bangalore



                                                                                                                                          

Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 2 of 8 

 
 

                

     
HRD/3T/19-20/12746948                                                                                     September 6, 2019  
 

Ms. Kavya Bharathan                    
Candidate ID: 12746948 
Saakalya House,  
Kanjiramattom P.O 
Ernakulam - 682315 
Kerala 
India 
Ph: (91) 97454 75626 
 

Dear Kavya, 

 

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

Systems Engineer. 

 

Here are the terms and conditions of our offer: 

 

Joining 

 
Your scheduled date of employment with us will be February 10, 2020. 

 

Location 

 
Your location of training is Mysore, India. The location of posting (“work location”) would be 
communicated to you upon successful completion of training. You may be asked to relocate to any of our 

units, departments or the offices of our affiliates* and/or the offices of our customers, depending on 

business requirements.  In such an event, your remuneration and other benefits shall be determined in 

accordance with the relevant Policies of the Company in that work location. 

 

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

 

* For the purpose of this agreement, "affiliate" means any entity that controls, is controlled by, or is 

under common control with the First Party. For purposes of this Agreement, "control" means possessing, 

directly or indirectly, the power to direct or cause the direction of the management, policies or operations 

of an entity, whether through ownership of voting securities, by contract or otherwise. 

 

Training Period: 

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

classroom training will be based on the business requirement. Your continued employment with the 

Company is subject to your meeting the qualifying criteria till the end of the training and Successful 

completion of the training. 

 

Probation and confirmation 

 

You will be on probation for a period of twelve months from the date of completion of the training and 

your allocation to Unit. On successful completion of your probation, you will be confirmed as a 

permanent employee. Your confirmation is also subject to your submitting the documents required by 

the Company, details of which are enclosed in the Information Sheet in Annexure - IV. 
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  Leave 
 

You are entitled to Earned Leave, right from your date of joining. You will be eligible for 15 working days of 
earned leave annually, for the first two years of your tenure with the Company. On completion of two years 
of service, subject to your confirmation as a permanent employee you will be eligible for 20 working days of 
leave annually. 

 

Leave is credited on a quarterly basis. The leave eligibility shall begin in the quarter of your joining the 
Company, on a pro-rata basis. Leave year is the calendar year and not the fiscal year. 
An illustration with other relevant information have been given in the Information Sheet. The Company's 
Policies also provide for Maternity, Paternity and Bereavement Leave. Further details will be provided to you 
at the time of joining. 

 

Agreement: 
 

Our offer to you as Systems Engineer is subject to the execution of the Service Agreement. The Service 
Agreement details the scope, terms and conditions of your employment, the necessary training and the 
contractual obligations towards Infosys from the date of your joining and up to a period of 12 months from 
the date of allocation to a Practice Unit. The date of allocation to a Practice Unit is generally the first day of 
the subsequent month post completion of training. You will be required to complete the formalities on the 
Service Agreement at the time of joining. Please note, non-execution of the notarized Service Agreement will 
result in denial of employment with the Company. 

 

Compensation and Benefits 
 

Salary 
 

Your Total Gross Salary during training will be INR 25,000 per month and Total Gross Salary 
post allocation will be INR 30,000 per month. The break-up of your salary has been provided in 
the Compensation Details sheet in Annexure - I and Annexure - II. 

 

Training Performance- linked Incentive 
 

You will be eligible for a Training Performance-linked Incentive (TPI) upon allocation to a 
Practice Unit, to a maximum of 20% of your Fixed Gross Salary, based on your performance in the 
training. The details of this scheme will be communicated on your joining. Please refer to the 
Compensation Details sheet for more details. 

 

Ex - Gratia / Bonus 
 

You will be eligible for an Ex - Gratia/ Bonus payout which is calculated at 20% of the Basic Salary 
as mentioned in the Compensation Details sheet at Annexure - I of this letter. The mode of payment 
for Financial Year 2019 - 20 will be as follows: 

 

95% of the bonus amount mentioned in the Compensation Details sheet will be paid out on a 
monthly basis. The balance amount will be paid out in the end of the financial year. 

 

Basket of Allowances (BOA) 
 

The Basket of Allowances will be paid to you as part of your salary every month.  
 
You will have the flexibility of choosing the components and amounts under such components as per 
the options provided to you on the Company intranet, based on your preferences and income tax plans 
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National Pension Scheme 
 

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

 

Insurance 
 

You will be eligible to participate in a Group Health Insurance Scheme. You may choose to 
enhance the coverage with other participatory optional health insurance plans (Platinum, Gold and 
Silver). You will be covered by default under the Standard Plan which provides you and your family 
(your spouse and two children up to the age of 22 years) with a cover of INR 4,00,000 per annum. 

 

You will be covered under the Group Life Insurance Scheme, managed by Infosys Welfare Trust 
which provides you with a total Life Insurance cover of INR 62,00,000 of which INR 32,00,000 is 
covered towards natural death, and INR 30,00,000 towards an accidental death. All employees 
become members of Infosys Welfare Trust, by one-time payment of INR 250 and fixed monthly 
contribution of INR 250. 

 

The details of the Scheme would be available to you when you join the Company. 
 

Notice period 
 

During the probation period, if your performance is found to be unsatisfactory or if it does not meet the 
prescribed criteria, your training / employment can be terminated by the Company with one-month notice or 
salary thereof. On confirmation, you will be required to give three months' notice or salary thereof in case 
you decide to leave our services, subject to the Company's discretion. Where circumstances make it necessary, 
the Company will have the discretion to relieve you only at the end of the three months' notice period. 
Similarly, the Company can terminate your services by giving three months' notice or salary thereof. 
 
In the event you do not successfully complete your training, or you are involved in an act that constitutes 
misconduct, your training/employment can be terminated by the Company with immediate effect without 
notice. 

 

Background checks 
  

The Company may, at its discretion conduct background checks prior to or after your expected joining date to 
validate your identity, the address provided by you, your education details and details of your prior work 
experience if any, and to conduct any criminal checks. You expressly consent to the Company conducting such 
background checks. In this connection, you are required to furnish the documents listed in "Offer Annexure 
for India". 

 
If you fail to submit the necessary documents as required by the Company within the specified time period or 
if the Company is not satisfied, with the outcome of the background checks, the Company, in its sole discretion, 
reserves the right to withdraw this Offer without notice and Compensation or to take any appropriate action 
against you, including, but not limited to termination of your employment. 

 
When a background check raises any concerns regarding any of the details furnished by you and the Company 
feels the need to further validate such facts, the Company may at its sole discretion, ask you for further 
information, to substantiate the details that you have earlier provided to the Company, before initiating 
appropriate action. 

 
Please note that Infosys requires you to furnish a copy of your passport at the time of joining. If you are unable 
to do so, the Company will initiate a criminal background check. 
 
 

 



Company Confidential - This communication is confidential between you and Infosys Limited. 

Page 5 of 8 

                                                                                                                              

      

Other terms and conditions 
 

You agree not to undertake employment, whether full-time or part-time, as the Director / Partner / Member / 
Employee of any other organization / entity engaged in any form of business activity without the consent of 
Infosys. The consent may be given subject to any terms and conditions that the Company may think fit and 
may be withdrawn at any time at the discretion of the Company. 

 

Our offer to you as a Systems Engineer is conditional upon your having fully completed your graduation / 
post-graduation, without any active backlog papers and with a pass percentage not lesser than as specified in 
our campus recruitment program 2018 -2019. These eligibility criteria for the Role of a Systems Engineer, has 
already been clearly communicated to you and your college during the selection process. You will also have 
completed all studies, course requirements and examinations required for the award of the educational 
qualification recorded by you in your application for employment with Infosys. 

 

You will produce all marks sheets and other relevant documents, at least till the penultimate semester. All 
these proofs will need to be submitted on the day of joining. Further, you should have been declared as 
passed by the relevant examination authority. The determination of the adequacy or authenticity of all or any 
of the proofs and any condonation of delay in submission of the same will be at the Company's discretion. 

 

You hereby acknowledge and agree to abide by all internal Policies of the Company, which you will be able 
to access, upon joining, on the intranet 'Sparsh'. These Policies cover various human resources and 
administrative topics and procedures. The Company reserves the right to change these Policies at any time in 
its absolute discretion. 
 
Based on the nature of your work and business requirements, you may be required to work on rotational shifts. 
If you are required to work on rotational shifts, you will be duly intimated of the change in your shift timings. 
During rotational shifts, you will continue to be bound by the provisions of the working hour policy of the 
Company. If the rotational shifts require you to work night shifts, the policy on night shift allowance of the 
Company (if in force) will be made applicable to you. 

 

You shall be required to sign certain mandatory agreements, including but not limited to the Confidentiality, 
Intellectual Property Rights, the Code of Business Conduct and Ethics and your employment shall be governed 
by all the rules and regulations, as amended from time to time, of the Company as applicable to your 
employment with us. This offer is also conditional upon your acceptance and execution of the Non-Compete 
Agreement (Annexure - III). 
 
This offer of employment constitutes the entire agreement between you and the Company regarding the terms 
of your employment and it is the complete, final, and exclusive embodiment of your agreement with regard to 
this subject matter and supersedes any other promises, warranties, representations or agreements, whether 
written or oral. It is entered into without reliance on any promise or representation other than those expressly 
contained herein, and it cannot be modified or amended except in writing signed by an authorized officer of the 
Company. 

 

If any of the terms or conditions of this offer are found to be illegal or unenforceable, such terms shall be 
treated as severable from the rest of the terms and conditions of this offer and the remaining terms and 
conditions shall continue in force. 
 
This agreement shall be governed by the laws of India and you hereby agree to the exclusive jurisdiction of the 
courts in Bangalore, India. 
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As a token of your acceptance of this offer, please bring a duly signed duplicate copies of the letter and all 
the accompanying annexures, on the date of joining. 

 

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

Yours sincerely, 

      RICHARD LOBO 

      EVP and Head Human Resources – Infosys Limited  
 

 

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

Date: , 20   

 
 

Sign your name 
 

 
 

Print your name Location 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

INFOSYS LIMITED 
CIN: L85110KA1981PLC013115 

44, Infosys Avenue 
Electronics City, Hosur Road 
Bangalore 560 100, India 
T 91 80 2852 0261 
F 91 80 2852 0362 

askus@infosys.com 
www.infosys.com 
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ANNEXURE - I 
                                                                            (Compensation during the Training Period) 
 

COMPENSATION DETAILS  

 (All figures in INR. per month) 

  NAME Ms. Kavya Bharathan 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                 4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY    22,328 

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis) 150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary    1,800 

  GRATUITY - 4.81% of Basic Salary   722 

  FIXED GROSS SALARY (1+2+3) 25,000 

TOTAL GROSS SALARY 25,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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ANNEXURE- II 
(Compensation post Unit allocation) 

 

COMPENSATION DETAILS  

  (All figures in INR. per month) 

  NAME Ms. Kavya Bharathan 

  ROLE Systems Engineer 

  ROLE DESIGNATION Systems Engineer Trainee 

1. MONTHLY COMPONENTS 

  BASIC SALARY                        15,000 

BASKET OF ALLOWANCES                                   4,478 

  BONUS / EX-GRATIA (95% of the eligible amount (20% of Basic Salary) being paid out on a monthly basis) 2,850 

  MONTHLY GROSS SALARY 22,328   

 

2. ANNUAL COMPONENT 

BONUS / EX-GRATIA - (Balance 5% will be paid out in the end of the financial year after adjusting the 

advance (95%) paid out on a monthly basis)                                            150 

 

3. RETIRAL BENEFITS 

  PROVIDENT FUND - 12% of Basic Salary   1,800 

  GRATUITY - 4.81% of Basic Salary    722 

  FIXED GROSS SALARY (FGS) (1+2+3) 25,000 

 

  4.         INCENTIVE COMPONENTS 
At an indicative 

Payout of  5% 

At an indicative 

Payout of  10% 

At an indicative Payout of  

20% 

  TRAINING PERFORMANCE LINKED INCENTIVE (TPI) 1,250 2,500 5,000 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 5% of FGS) 26,250 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 10% of FGS) 27,500 

  TOTAL GROSS SALARY (Inclusive of the incentive Component at indicative payout 20% of FGS) 30,000 

 

OTHER BENEFITS 

Scheme Eligible Amount in INR. Interest Monthly Instalments 
Margin Money 

(To be borne by the employee) 

SALARY LOAN 

(subject to submission of 

Trainee Agreement) 

12,000 

 (Without Security) 

 

Nil 

        

12 

 

Nil 

 

All the above benefits are as per Company’s policies, which are subject to change from time to time. The disbursement of any loan / loan allowance is subject 

to the fulfilment of all criteria defined for the same to the satisfaction of the Company as per the relevant loan / loan allowance policy at that time. 

* The gratuity amount set out above is an approximation. Your eligibility and the final pay out of any Gratuity amounts will be determined in strict accordance 

with the provisions of the Payment of Gratuity Act 
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20th November 2018

Offer Letter

To

Shilpa M Biju

Madathil Villa

Azhakam PO

Njalookkara

Angamaly - 683577

Dear Shilpa,

Congratulations!  We  are  pleased  to  inform  you  that  you  have  been  selected  to  work  for  Mitsogo

Technologies Pvt Ltd at its Infopark Branch (Mitsogo Technologies Pvt Ltd., 3rd Floor, Phase- IV, Unit No.

III B, Carnival Infopark, Kochi, Kerala- 682030).We are delighted to make you the following job offer.

Designation                                                          : Product Consultant

Cost To Company Per Annum                             : Rs.5,00,000/- (Rupees Five Lakhs Only)

Working Hours                                                     : US Shift

Working Day                                                        : Monday To Friday

Type of employment                                            : Permanent

Mitsogo Technologies Pvt Ltd has the complete right to change on any of the above mentioned details at 

any time.



We would like you to commence employment with us. There will be a probationary period of 6 Months. The

notice  period  for  both  you  and  Mitsogo  Technologies  Pvt  Ltd  is  1  Months  (30  Days).  The  detailed

appointment Letter will be provided at the time of joining.

We are confident you will be able to make a significant contribution to the success of Mitsogo Technologies

Pvt Ltd. We are looking forward to work with you.

Yours sincerely

Lina Anil

HR Manager

hr@mitsogo.com

Mitsogo Technologies Pvt. Ltd.

0484 – 2974545



Annexure

Name                                                             :Shilpa M Biju

Designation                                                   : Product Consultant

CTC                                                               : 5,00,000/-

 Salary Break Up:

Item Amount Per Month Amount Per Annum

Basic 16666.7 200000.4

HRA 8333.3 99999.6

Convenyance 1600 19200

Medical Allowance 1250 15000

Other Allowance 13816.7 165800.4

Total CTC 41666.7 500000

Note:

1.  You will  be covered under the Employee Provident Fund Scheme from the date company’s
registration with EPFO is over. Under this scheme, the company will contribute 12% of your basic
salary per month as employer contribution and equal amount will be deducted from your salary as
your contribution towards the fund.
2.    TDS will be deducted as per Income Tax Rules if applicable.



 

  
Corp Office: Unit No.101, B-9, K Raheja Mind space IT Park, Madhapur, Hyderabad -500 081•Ph. +91 40 40072112•www.neudesic.com 

Compensation details are confidential and are governed by Neudesic’ s Non-Disclosure Clauses of Employment Agreement.   

 

 

 

5 April 2019 

Bangalore 

 

Mruthula M 

 

Employment offer 

 

Dear Mruthula, 

 

We are very happy that you have approached us, “Neudesic” for employment. As a result of our recent discussions 
and after careful consideration, we would like to extend an offer of employment to you as Associate Consultant if you 

choose to accept this offer prior to 8 April 2019. Your date of joining will be intimated to you after the successful 

completion of your current educational program. The compensation and terms of employment are set forth below: 

 

Your compensation will be INR 360000/- per annum, (compensation structure given in Annexure I), less taxes and 

deductions as applicable by the Govt. of India for all required withholdings, and paid in accordance with the 

Company’s normal payroll procedures. Your compensation will be paid on a monthly basis. 

Our work culture is informal and we try to encourage self-motivated individuals. We will try and make every effort to 

ensure that you have an atmosphere that brings out the best in you. As a responsible employee, you would be 

required to work not less than 45 hours per week. As a company employee, you will be required to follow the 

corporate rules and policies. You may not disclose confidential company information to unauthorized third parties. 

 

We have prepared a formal Employment Agreement for your review and acceptance which details the complete 

terms of your employment with Neudesic available in Annexure II. This letter and the Employment Agreement form 

the complete and exclusive statement of employment between you and the Company. These employment terms 

supersede any other agreements, understandings, promises, or communications, written or oral, by or on behalf of 

the Company. The terms and conditions of your employment will be in accordance with the Company’s policies and 
procedures which you are required to peruse before joining. 

 

If you choose to accept this offer of employment, please revert to our mail within 2 days confirming your acceptance. 
We hope you accept this offer and we look forward to working with you. 

 

Sincerely, 

 

 

Priya Ignatius  
Director, Human Capital Management  
Neudesic Technologies Private Limited 

 

EMPLOYEE STATEMENT:   

I agree with and accept the terms set forth in this letter. 

  

______________________________ ______________________________ _____________ 

Print Name Signature Date 



 

  
Corp Office: Unit No.101, B-9, K Raheja Mind space IT Park, Madhapur, Hyderabad -500 081•Ph. +91 40 40072112•www.neudesic.com 

Compensation details are confidential and are governed by Neudesic’ s Non-Disclosure Clauses of Employment Agreement.   

 

 
 
 

Annexure – I   

 

Compensation Details 

 

Name:  Mruthula M 

Designation Associate Consultant  

Job Location Hyderabad / Bangalore / Kochi 

 

 
 
 

Indicative Compensation Structure 

Compensation Component CTC Details (₹) 
Base Compensation 

Basic  134452 

HRA  53781 

Special Allowance   102751 

Monetary Benefits 

Food Allowance (optional for tax exemption) 26400 

LTA  13445 

Insurance Benefits1 

Health Insurance2 5300 

Fixed Annual Compensation 336129 

Retirement Benefits 

Employer PF Contribution 17280 

Gratuity3 6591 

CTC per annum 360000 

 

                                                           
1 You are also entitled to an insurance coverage of ₹20, 00,000 under Group personnel accidental policy, without any additional premium 
2 Employee and five dependents (at an additional premium) are entitled to an insurance coverage of 2, 00,000 on floater policy under Health 

Insurance. 
3 Gratuity Provision is as per the provisions of the ‘Payment of Gratuity Act, 1972’ and Superannuation Provision is as per 'Employees Provident 

Funds and Miscellaneous Provisions Act, 1952’. 
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QBurst Technologies Private Limited.

CIN: U30006KL2004PTC017576

7th Floor, Ganga Building, Phase III, Technopark, Trivandrum, INDIA 695583

www.qburst.com

TERMS OF EMPLOYMENT

I, Shyam Prasad P, employee number .................., do hereby accept the Terms of Employment specified in this

document.

Confidential Information

"Confidential Information" means and includes confidential and proprietary information and various trade secrets

including scientific, engineering and technical know-how, processes, computer software, and related

documentation, owned or marketed by QBurst or its clients, marketing strategies, customer requirements,

customer lists, employee lists, employees' compensation, methods of doing business, the financial affairs of

QBurst, and other confidential business information, which belongs to QBurst or its clients.

• I shall hold Confidential Information received from QBurst in strict confidence and shall exercise with

utmost care to prevent disclosure to others.

• I shall not reproduce Confidential Information nor use this information commercially or for any purpose

other than the performance of my duties for QBurst.

• I shall, upon the request or upon termination of my relationship with QBurst, deliver to QBurst any

programs, applications, drawings, documents, equipments, data, and materials received from QBurst or

originating from my activities for QBurst.

• QBurst shall have the sole right to determine the treatment of any information that is part or

project-specific received from me, including the right to keep the information a trade secret, to use, and

disclose the information without prior patent applications, to file copyright registrations in its own name or

to follow any other procedure as QBurst may deem appropriate.

• QBurst shall retain all rights, title, ownership, and interest to all programs, applications, apps, data,

systems, designs, and other artefacts developed by me for QBurst or clients. I shall not remove, erase or

obscure any copyright notices or other proprietary notices or legends from any licensed technology or

materials provided under this Agreement.

Post-Separation Terms

• Confidentiality: I shall not make use of any Confidential Information to solicit current or future clients of

QBurst upon my separation from QBurst.

• Non-employment: I shall not take up employment offers from clients of QBurst with whom I was

associated during the last 12 months prior to my separation from QBurst, for a period of 12 months after

leaving QBurst employment.

http://www.qburst.com


 

QBurst Technologies Private Limited.

CIN: U30006KL2004PTC017576

7th Floor, Ganga Building, Phase III, Technopark, Trivandrum, INDIA 695583

www.qburst.com

• Non-solicitation: I shall not approach clients of QBurst to do business with them for a period of 12

months after leaving QBurst employment.

• Non-dealings: I shall not have any dealings with clients of QBurst who may come to me for my services

or expertise even when I have not encouraged such an approach, for a period of 12 months after leaving

QBurst employment.

QBurst reserves the right to take disciplinary action, up to and including termination for violation of any of above

terms of employment.

I have read, understood, and hereby accept the Terms of Employment of QBurst.

Date:

Signature:

Name      :

http://www.qburst.com


 

QBurst Technologies Private Limited.

CIN: U30006KL2004PTC017576

7th Floor, Ganga Building, Phase III, Technopark, Trivandrum, INDIA 695583

www.qburst.com

March 04, 2019

Shyam Prasad P

Kudajadhri, Kalparambu

Payyakkal House, P.O Aripalam

Thrissur - 680688

Dear Shyam Prasad P,

Congratulations!

We are pleased to offer you the position of Engineer in our organization.

The main terms and conditions of your employment are given below:

• Internship and Confirmation: The first three months of your employment at QBurst will be a period of

internship, followed by another three months of probation. On successful completion of the probation period,

your services will be confirmed. However, if we are not happy with your skills and performance, we may deny

confirmation or extend your probation period.

• Compensation: During the internship period, you will receive a monthly stipend of INR 16,000 (Sixteen

Thousand Rupees Only). On completion of your training, your monthly salary will be

 INR 30,000 (Thirty  Thousand Rupees Only). Please refer Annexure 1 for salary break-up.

• Performance Appraisal: We have a performance appraisal system that runs every six months from the date of

your joining. Based on your performance, your salary will be revised, under normal circumstances.

• Work Hours: We normally work from Monday to Friday, from 8:30 AM to 5:30 PM with a one hour break for tea

and lunch. However, you might be asked to work in different time shifts if your project demands it.

• Vacation: You are eligible for 20 paid leaves a year, available on a pro rata basis. The company has a Holiday

Calendar that runs from January 1st to December 31st, every year.

• Notice Period: You will have to serve a two-month notice period in QBurst, from the date of acceptance of your

resignation.

• Other Employee Benefits:

• Provident Fund: You are eligible to participate in the Voluntary Provident Fund scheme, set up in

accordance with our company policy.

• Gratuity Scheme: You are eligible for gratuity in accordance with the Payment of Gratuity Act, 1972.

• Medical Insurance: QBurst offers a medical insurance coverage of upto INR 1,00,000 per annum for

inpatient treatment as per policy terms and conditions. This scheme is applicable for self, spouse and two

children. QBurst also provides insurance schemes for parents as per company laws.

• Life Insurance: QBurst offers a life insurance coverage of INR 10,00,000 for all employees.

http://www.qburst.com


 

QBurst Technologies Private Limited.

CIN: U30006KL2004PTC017576

7th Floor, Ganga Building, Phase III, Technopark, Trivandrum, INDIA 695583

www.qburst.com

If you choose to accept this offer, please send us soft copies of the following documents within two weeks from the

date of receiving the offer letter:

1. Documents that certify educational qualifications

2. Passport, PAN and Aadhar Card

3. Digital copy of your passport size photograph

You will need to produce all original documents for verification on the date of joining.

Joining Details:

Your initial place of work and joining date will be intimated to you later through mail. A detailed appointment letter

will be issued to you upon joining.

If we do not hear from you within 2 weeks from the offer date, we will assume that you are not interested and will

withdraw our offer.

If there is anything you are unclear about, disagree with or wish to discuss, please feel free to contact us in the

same mail id.

Sincerely,

For QBurst Technologies Pvt. Ltd.,

Ansar Shihabudeen

Director

QBurst

http://www.qburst.com


 

QBurst Technologies Private Limited.

CIN: U30006KL2004PTC017576

7th Floor, Ganga Building, Phase III, Technopark, Trivandrum, INDIA 695583
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Annexure 1
(All figures in INR)

QBurst

Name Shyam Prasad P

Designation Engineer

Cost to Company - Per Month 30,000

Salary Breakup

Components Per Month Per Annum

- Basic Allowance 12,000 1,44,000

- Dearness Allowance 3,600 43,200

- House Rent Allowance 4,800 57,600

- Bonus / Ex gratia 700 8,400

- Conveyance Allowance 1,600 19,200

- City Compensatory Allowance 1,250 15,000

- Special Allowance 2,400 28,800

- Performance Allowance (Fixed) 3,650 43,800

Total Compensation (A) 30,000 3,60,000

Deductions (B)

TDS as per Income Tax Act 1961* - -

Employee Contribution 1,872 22,464

Employer Contribution 1,800 21,600

KLWF 20 240

Net Pay (not considering TDS) (A-B) 26,308 3,15,696

Other Benefits (C)

Medical & Life Insurance Premium  5,000

Gratuity**  9,000

Cost To Company (A+C)  3,74,000

*Please note that the net pay as mentioned above shall be subject to applicable
Income Tax as per the existing laws.

**Gratuity is payable to eligible employees on completion of 5 years of continued
services as per Gratuity Act, 1972.

http://www.qburst.com




















SAP LABS. Bangalore. 

SAP Labs India Pvt. Ltd. 

CIN: U72200KA1995PTC018484 

138, Export Promotion 

Industrial Park, WhiteField, 

Bangalore – 560 066. India 

T: +91-80-4139 5139  

F: +91-80-4139 6969 

www.sap.com 

 

 
 

 

06 May 2019 
 
Private & Confidential 
 
Jebbin Joseph 
Muringatheri House 
Mullurkara, Thrissur 
Kerala 680013 India 
+919447604336 
 
EMPLOYMENT CONTRACT 
 
Dear Jebbin, 
 
We are pleased to offer you employment with SAP Labs India Pvt. Ltd (SAP) on the following 
terms and conditions: 
 
1. Appointment 
1.1 You shall be appointed to the position of Scholar as a Fixed Term Employee with effect 

from 01 August 2019 up to 31 July 2021. 
Please note that at the close of this fixed term specified above shall automatically come 
to an end and no separate notice for termination need to be given by either side however 
should it be found at any time during your employment in this organization your conduct 
or performance is not up to the mark your services are liable to be terminated at any 
time during your employment with us.  

 
1.2 You shall be based in Bangalore but will serve the Company or any of its subsidiaries 

or associated companies in any location within or outside of India. 
 
1.3 Your employment with the Company is subject to your providing educational 

qualifications and work testimonials if any, and is also conditional upon your being free 
from any contractual restrictions preventing you from accepting this offer or starting 
work on the above-mentioned date. 

  
2. Total Rewards 
2.1        Your annual stipend on joining SAP Labs India Pvt. Ltd  is INR 300,000.00. 
2.2 Below is the breakup of the other benefits available to you. 
 
 

 
 

 
 
 

 
*The employee benefits listed above are available only during active employment with SAP. These cannot 
be encashed or modified. SAP reserves the right to withdraw or alter the benefits at any time without prior 
notice to the employee. The values attributed to the benefits are arrived on an estimated value and are 
subject to change at sole discretion of SAP Management.  

(A) 
Cash Components INR per annum 

Annual Stipend 300,000.00 
     

(B) 

Benefits* INR per annum 
Free Meals provided on campus 13,200.00  
Free Transport for office commute 42,000.00  
Life Events (Birthday Gift) 2,000.00  
OwnSAP# 31,200.00  
Wellness Cover for Employee 5,000.00  
Higher Education Fees (BITS Pilani) ## 100,700.00  

   Cost of Benefits (Approximate) 194,100.00  
                         Cost to Company (A + B) 494,100.00  

file:///C:/Users/I355214/AppData/Local/Microsoft/Windows/INetCache/Content.Word/AppData/Local/Microsoft/Windows/INetCache/Content.Word/www.sap.com


SAP LABS. Bangalore. 

SAP Labs India Pvt. Ltd. 

CIN: U72200KA1995PTC018484 

138, Export Promotion 

Industrial Park, WhiteField, 

Bangalore – 560 066. India 

T: +91-80-4139 5139  

F: +91-80-4139 6969 

www.sap.com 

 

 
 

 

#OwnSAP is a share purchase plan wherein company contribution is subject to employee participation in the 
program and the company contribution amount varies based on Fixed Pay and employee contribution 
percentage. 
##Higher Education fees fully paid by SAP. The initial one-time admission fee of INR 18,000 is also paid by 
SAP. 

 
In addition to the above compensation components, as part of the best-in-class benefits SAP 
offers, FlexBen program, which allows you to choose your benefits as per your needs.   

 
In addition, you will also be eligible for other benefits offered by the company like paid leaves, 
transportation, food, and maternity benefits etc, as per the prevailing company policy.   
   
Please refer to the enclosed “Annexure” for details of compensation, benefits and terms of this 
offer. We would appreciate your confirmed acceptance of the above by signing and returning us 
the duplicate copy of this letter.  
 
Yours sincerely,  
 
For SAP Labs India Pvt. Ltd. 
 

 
Shraddhanjali Rao   Sabish Kovath Bhaskar 
Head of Human Resource, India  HR Services Senior Consultant 
SAP India     HR Services Centre, SAP India Pvt Ltd 

 
I accept the terms & conditions of service outlined above 
 
 
 

    

Jebbin Joseph  Date 
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08 May 2019 
 
Private & Confidential 
 
Athira S Menon 
Athira (H), St Peters Lane 
Mc Road, Perumbavoor, Ernakulam 
Kerala 683542 India 
+918111824164 
 
EMPLOYMENT CONTRACT 
 
Dear Athira, 
 
We are pleased to offer you employment with SAP Labs India Pvt. Ltd (SAP) on the following 
terms and conditions: 
 
1. Appointment 
1.1 You shall be appointed to the position of Scholar as a Fixed Term Employee with effect 

from 01 August 2019 up to 31 July 2021. 
Please note that at the close of this fixed term specified above shall automatically come 
to an end and no separate notice for termination need to be given by either side however 
should it be found at any time during your employment in this organization your conduct 
or performance is not up to the mark your services are liable to be terminated at any 
time during your employment with us.  

 
1.2 You shall be based in Bangalore but will serve the Company or any of its subsidiaries 

or associated companies in any location within or outside of India. 
 
1.3 Your employment with the Company is subject to your providing educational 

qualifications and work testimonials if any, and is also conditional upon your being free 
from any contractual restrictions preventing you from accepting this offer or starting 
work on the above-mentioned date. 

  
2. Total Rewards 
2.1        Your annual stipend on joining SAP Labs India Pvt. Ltd  is INR 300,000.00. 
2.2 Below is the breakup of the other benefits available to you. 
 
 

 
 

 
 
 

 
*The employee benefits listed above are available only during active employment with SAP. These cannot 
be encashed or modified. SAP reserves the right to withdraw or alter the benefits at any time without prior 
notice to the employee. The values attributed to the benefits are arrived on an estimated value and are 
subject to change at sole discretion of SAP Management.  

(A) 
Cash Components INR per annum 

Annual Stipend 300,000.00 
     

(B) 

Benefits* INR per annum 
Free Meals provided on campus 13,200.00  
Free Transport for office commute 42,000.00  
Life Events (Birthday Gift) 2,000.00  
OwnSAP# 31,200.00  
Wellness Cover for Employee 5,000.00  
Higher Education Fees (BITS Pilani) ## 100,700.00  

   Cost of Benefits (Approximate) 194,100.00  
                         Cost to Company (A + B) 494,100.00  

file:///C:/Users/I355214/AppData/Local/Microsoft/Windows/INetCache/Content.Word/AppData/Local/Microsoft/Windows/INetCache/Content.Word/www.sap.com


SAP LABS. Bangalore. 

SAP Labs India Pvt. Ltd. 

CIN: U72200KA1995PTC018484 

138, Export Promotion 

Industrial Park, WhiteField, 

Bangalore – 560 066. India 

T: +91-80-4139 5139  

F: +91-80-4139 6969 

www.sap.com 

 

 
 

 

#OwnSAP is a share purchase plan wherein company contribution is subject to employee participation in the 
program and the company contribution amount varies based on Fixed Pay and employee contribution 
percentage. 
##Higher Education fees fully paid by SAP. The initial one-time admission fee of INR 18,000 is also paid by 
SAP. 

 
In addition to the above compensation components, as part of the best-in-class benefits SAP 
offers, FlexBen program, which allows you to choose your benefits as per your needs.   

 
In addition, you will also be eligible for other benefits offered by the company like paid leaves, 
transportation, food, and maternity benefits etc, as per the prevailing company policy.   
   
Please refer to the enclosed “Annexure” for details of compensation, benefits and terms of this 
offer. We would appreciate your confirmed acceptance of the above by signing and returning us 
the duplicate copy of this letter.  
 
Yours sincerely,  
 
For SAP Labs India Pvt. Ltd. 
 

 
Shraddhanjali Rao   Sabish Kovath Bhaskar 
Head of Human Resource, India  HR Services Senior Consultant 
SAP India     HR Services Centre, SAP India Pvt Ltd 

 
I accept the terms & conditions of service outlined above 
 
 
 

    

Athira S Menon  Date 
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SayOne Technologies Pvt. Ltd. 

Unit No. 503, 5th floor,  

World Trade Center,  Infopark, 

Kochi, India. Pin: 682042 

Phone: 0484 4037171 

hello@sayonetech.com 

www.sayonetech.com 

OFFER LETTER 

 

To, 

Mr. Jyothis Thomas 

 

SayOne Technologies Pvt Ltd, 

Unit No. 503, 5th floor,  

World Trade Center,  

Infopark, Kochi, India. 

                     14th March 2019 

Dear Mr. Jyothis Thomas,  

 

Kindly refer to your job application and the various rounds of interviews and discussion you had 

with us. We are happy to inform you that you have successfully completed the rounds of interviews 

and consequently we would like to offer you an employment with SayOne Technologies Private 

Limited as ‘Associate Software Engineer’ on the terms and conditions enumerated below: 

 

1. Software training will be provided for 1-month on all Monday to Friday from 9:30 am to 

6:30 pm. You will be designated as “Software Trainee” and Rs. 10,000/- will be paid as a 

stipend during this tenure.  

2. You shall report to our office at the address mentioned above tentatively on 22nd July 2019 

by 9:30 am for joining (Monday). Failure to report personally on the above mentioned date 

and time may render this offer as invalid. 

3. You shall be issued a welcome letter on the Joining Date. Your designation shall be 

‘Software Trainee’ during the training tenure and after successful completion of the 
training period, your designation will change to “Associate Software Engineer”. Your 
Annual CTC shall be Rs. 2,50,000/- (approximate) after the training period. A detailed 

break up of your salary shall be provided to you on successful completion of training 

period. 

4. You shall submit the following documents to the HR department on the date of joining. 

a. Attested copies of Educational Certificates and Mark lists  

b. Copy of ID (Passport/ Aadhar/ Driving License/ Voter’s ID) along with the original 
for verification. 



 

 

SayOne Technologies Pvt. Ltd. 

Unit No. 503, 5th floor,  

World Trade Center,  Infopark, 

Kochi, India. Pin: 682042 

Phone: 0484 4037171 

hello@sayonetech.com 

www.sayonetech.com 

c. Copy of PAN card along with the original for verification. 

d. A passport size photograph.  

5. All originals shall be returned back upon verification and the copies shall be retained by 

us. Failure to submit all documents on the Joining Date and / or failure to report on the 

Joining Date at the specified time, shall render this offer as invalid at the sole discretion of 

SayOne Technologies Pvt Ltd. 

 

You may acknowledge the acceptance of the offer by signing-in the duplicate copy issued to you. 

We wish you a fruitful association with SayOne Technologies Pvt Ltd. 

 

For SayOne Technologies Pvt. Ltd., 

 

Tojie Jose 

HR Manager 

 

 

I, ___________________________ son/daughter of ________________________, aged ___ 

years, residing at ____________________________________________________________ 

hereby agree, accept and confirm that I have read, understood and accepted the terms and 

conditions of this Offer Letter. I do hereby express my willingness to join duty on 

______________. 

 

Name:        Date: 

 

Signature: 

 

 
 

 



March 22,2019

                 
 

Ref No:CAN049700

Mr.GOKUL.V.MENON

Flat Number 6H,Santhi Lotus,Kadathkadavu Road Aluva,

Kochi,

Kerala-683101.

Mob No.: 7994118510 

Dear Mr.GOKUL.V.MENON , 

SUBJECT: PROVISIONAL OFFER LETTER 

This is with reference to your par cipa on at campus recruitment drive & subsequent final interview; we are pleased to offer

you the post of MANAGEMENT TRAINEE  in our organiza on on the following terms and condi ons. 

 1. You will be trained in the areas of our commercial vehicle financing and responsible for growth & development of our

Commercial Vehicle Finance Business.

 2. You are likely to be posted to any of our Zonal/Regional/Branch Offices located across India.

 3. You will be paid a total remunera on of Rs.2,44,920/-p.a.(which is inclusive of S pend & other allowances)

 4. You will be in six months on-the-job Training followed by six months Proba on effec ve from the date of joining. A er

successful comple on of training and proba on, you will be confirmed in the services of the company.

 5. You are advised to send us scan (or) in hard copy of the below specified documents within 1 month of result

declara on by University and only a er verifica on of the cer ficate; you shall be in mated about your joining date.

 a. Educa onal qualifying degree/provisional cer ficate and Mark sheets

 b. AADHAR card, PAN Card and Driving License Copy 

 c. Cancelled Cheque/Bank Passbook copy for upda on of salary bank account details. 

This le er is just a confirma on of your provisional selec on with us and cannot be treated as an Appointment Le er and the

same can be withdrawn or revoked at the sole discre on of the Management. The detailed appointment le er will be given to

you at the me of joining. 

Kindly sign and return to us the duplicate copy of this le er as a token of your acceptance of this offer. 

We welcome you to Shriram Transport Finance Company limited. 

Best Wishes, 

HR Department (ACCEPTED)

Note: - Offer Acceptance Copy/Educa onal documents (Post declara on of your results) should reach us a t HR

Department, "Shriram Value Services Limited, "Statesman One", No. 275, R.K. Mu  Road, Mylapore, Chennai- 600

004." Mail id hrd@shriramvalue.in Phone No. 044-42913019/3052. 

Disclaimer: Shriram Transport Finance Co.Ltd do not engage any consultants or agencies for recruitments. 

Shriram Transport Finance Company Limited

HR & Infra Office: 101-105 Shiv Chambers 1St Floor B Wing Sector 11 C B D Belapur, Navi Mumbai – 400614. Tel: +91 22 4095 7575 / 27580171 | Fax: +91 22 2758 0176.
Registered Office: Mookambika Complex, 3rd  Floor, No. 4,Lady Desika Road, Mylapore, Chennai-600 004, Tamil Nadu, India. Tel.: +91 44 2499 0356 | Fax :+91 44 2499 3272.

Website : www.stfc.in | Corporate Identity Number(CIN)-L65191TN1979PLC007874.





March 22,2019

                 
 

Ref No:CAN049703

Mr.SACHIN S

Nelliyullathil (Ho) Bhoomivathukkal (Po) Valayam (Via) Kozhikode (Dist),

Kozhikode,

Kerala-673517.

Mob No.: 8547060670 

Dear Mr.SACHIN S , 

SUBJECT: PROVISIONAL OFFER LETTER 

This is with reference to your par cipa on at campus recruitment drive & subsequent final interview; we are pleased to offer

you the post of MANAGEMENT TRAINEE  in our organiza on on the following terms and condi ons. 

 1. You will be trained in the areas of our commercial vehicle financing and responsible for growth & development of our

Commercial Vehicle Finance Business.

 2. You are likely to be posted to any of our Zonal/Regional/Branch Offices located across India.

 3. You will be paid a total remunera on of Rs.2,44,920/-p.a.(which is inclusive of S pend & other allowances)

 4. You will be in six months on-the-job Training followed by six months Proba on effec ve from the date of joining. A er

successful comple on of training and proba on, you will be confirmed in the services of the company.

 5. You are advised to send us scan (or) in hard copy of the below specified documents within 1 month of result

declara on by University and only a er verifica on of the cer ficate; you shall be in mated about your joining date.

 a. Educa onal qualifying degree/provisional cer ficate and Mark sheets

 b. AADHAR card, PAN Card and Driving License Copy 

 c. Cancelled Cheque/Bank Passbook copy for upda on of salary bank account details. 

This le er is just a confirma on of your provisional selec on with us and cannot be treated as an Appointment Le er and the

same can be withdrawn or revoked at the sole discre on of the Management. The detailed appointment le er will be given to

you at the me of joining. 

Kindly sign and return to us the duplicate copy of this le er as a token of your acceptance of this offer. 

We welcome you to Shriram Transport Finance Company limited. 

Best Wishes, 

HR Department (ACCEPTED)

Note: - Offer Acceptance Copy/Educa onal documents (Post declara on of your results) should reach us a t HR

Department, "Shriram Value Services Limited, "Statesman One", No. 275, R.K. Mu  Road, Mylapore, Chennai- 600

004." Mail id hrd@shriramvalue.in Phone No. 044-42913019/3052. 

Disclaimer: Shriram Transport Finance Co.Ltd do not engage any consultants or agencies for recruitments. 

Shriram Transport Finance Company Limited

HR & Infra Office: 101-105 Shiv Chambers 1St Floor B Wing Sector 11 C B D Belapur, Navi Mumbai – 400614. Tel: +91 22 4095 7575 / 27580171 | Fax: +91 22 2758 0176.
Registered Office: Mookambika Complex, 3rd  Floor, No. 4,Lady Desika Road, Mylapore, Chennai-600 004, Tamil Nadu, India. Tel.: +91 44 2499 0356 | Fax :+91 44 2499 3272.

Website : www.stfc.in | Corporate Identity Number(CIN)-L65191TN1979PLC007874.



March 22,2019

                 
 

Ref No:CAN049695

Mr.INDRAJIT GUHA

16/380 Jyotsna Nivas ,Ambalakadavu Road,Cheraneloor, Kochi,

Kochi,

Kerala-682034.

Mob No.: 9061039402 

Dear Mr.INDRAJIT GUHA , 

SUBJECT: PROVISIONAL OFFER LETTER 

This is with reference to your par cipa on at campus recruitment drive & subsequent final interview; we are pleased to offer

you the post of MANAGEMENT TRAINEE  in our organiza on on the following terms and condi ons. 

 1. You will be trained in the areas of our commercial vehicle financing and responsible for growth & development of our

Commercial Vehicle Finance Business.

 2. You are likely to be posted to any of our Zonal/Regional/Branch Offices located across India.

 3. You will be paid a total remunera on of Rs.2,44,920/-p.a.(which is inclusive of S pend & other allowances)

 4. You will be in six months on-the-job Training followed by six months Proba on effec ve from the date of joining. A er

successful comple on of training and proba on, you will be confirmed in the services of the company.

 5. You are advised to send us scan (or) in hard copy of the below specified documents within 1 month of result

declara on by University and only a er verifica on of the cer ficate; you shall be in mated about your joining date.

 a. Educa onal qualifying degree/provisional cer ficate and Mark sheets

 b. AADHAR card, PAN Card and Driving License Copy 

 c. Cancelled Cheque/Bank Passbook copy for upda on of salary bank account details. 

This le er is just a confirma on of your provisional selec on with us and cannot be treated as an Appointment Le er and the

same can be withdrawn or revoked at the sole discre on of the Management. The detailed appointment le er will be given to

you at the me of joining. 

Kindly sign and return to us the duplicate copy of this le er as a token of your acceptance of this offer. 

We welcome you to Shriram Transport Finance Company limited. 

Best Wishes, 

HR Department (ACCEPTED)

Note: - Offer Acceptance Copy/Educa onal documents (Post declara on of your results) should reach us a t HR

Department, "Shriram Value Services Limited, "Statesman One", No. 275, R.K. Mu  Road, Mylapore, Chennai- 600

004." Mail id hrd@shriramvalue.in Phone No. 044-42913019/3052. 

Disclaimer: Shriram Transport Finance Co.Ltd do not engage any consultants or agencies for recruitments. 

Shriram Transport Finance Company Limited

HR & Infra Office: 101-105 Shiv Chambers 1St Floor B Wing Sector 11 C B D Belapur, Navi Mumbai – 400614. Tel: +91 22 4095 7575 / 27580171 | Fax: +91 22 2758 0176.
Registered Office: Mookambika Complex, 3rd  Floor, No. 4,Lady Desika Road, Mylapore, Chennai-600 004, Tamil Nadu, India. Tel.: +91 44 2499 0356 | Fax :+91 44 2499 3272.

Website : www.stfc.in | Corporate Identity Number(CIN)-L65191TN1979PLC007874.
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Ref No:CAN049699

Mr.GAUTHAM M KRISHNA

Jyothi 55/856,Puthiya Road, Kadavantra Ernakulam,

Ernakulam,

Kerala-682020.

Mob No.: 9496069637 

Dear Mr.GAUTHAM M KRISHNA , 

SUBJECT: PROVISIONAL OFFER LETTER 

This is with reference to your par cipa on at campus recruitment drive & subsequent final interview; we are pleased to offer

you the post of MANAGEMENT TRAINEE  in our organiza on on the following terms and condi ons. 

 1. You will be trained in the areas of our commercial vehicle financing and responsible for growth & development of our

Commercial Vehicle Finance Business.

 2. You are likely to be posted to any of our Zonal/Regional/Branch Offices located across India.

 3. You will be paid a total remunera on of Rs.2,44,920/-p.a.(which is inclusive of S pend & other allowances)

 4. You will be in six months on-the-job Training followed by six months Proba on effec ve from the date of joining. A er

successful comple on of training and proba on, you will be confirmed in the services of the company.

 5. You are advised to send us scan (or) in hard copy of the below specified documents within 1 month of result

declara on by University and only a er verifica on of the cer ficate; you shall be in mated about your joining date.

 a. Educa onal qualifying degree/provisional cer ficate and Mark sheets

 b. AADHAR card, PAN Card and Driving License Copy 

 c. Cancelled Cheque/Bank Passbook copy for upda on of salary bank account details. 

This le er is just a confirma on of your provisional selec on with us and cannot be treated as an Appointment Le er and the

same can be withdrawn or revoked at the sole discre on of the Management. The detailed appointment le er will be given to

you at the me of joining. 

Kindly sign and return to us the duplicate copy of this le er as a token of your acceptance of this offer. 

We welcome you to Shriram Transport Finance Company limited. 

Best Wishes, 

HR Department (ACCEPTED)

Note: - Offer Acceptance Copy/Educa onal documents (Post declara on of your results) should reach us a t HR

Department, "Shriram Value Services Limited, "Statesman One", No. 275, R.K. Mu  Road, Mylapore, Chennai- 600

004." Mail id hrd@shriramvalue.in Phone No. 044-42913019/3052. 

Disclaimer: Shriram Transport Finance Co.Ltd do not engage any consultants or agencies for recruitments. 

Shriram Transport Finance Company Limited

HR & Infra Office: 101-105 Shiv Chambers 1St Floor B Wing Sector 11 C B D Belapur, Navi Mumbai – 400614. Tel: +91 22 4095 7575 / 27580171 | Fax: +91 22 2758 0176.
Registered Office: Mookambika Complex, 3rd  Floor, No. 4,Lady Desika Road, Mylapore, Chennai-600 004, Tamil Nadu, India. Tel.: +91 44 2499 0356 | Fax :+91 44 2499 3272.

Website : www.stfc.in | Corporate Identity Number(CIN)-L65191TN1979PLC007874.





 
 
 
Dear Participant, 
 
Manipal Global Education Services welcomes you to the Training Programme at Manipal Global Academy of BFSI.  We 
wish you the very best and request you to read through the below details ahead of your joining. 
 
Program start date:              14th October 2019 
Program end date:                2nd November 2019 
 
Participants can arrive at venue by:  13th October 2019 (to report to the hostel directly refer hostel facilities) 
 

Academy address 

 

Manipal Academy of Banking  
Survey No.36/1 – Chokanahalli  
Jakkur Post- Off Thannisandra Road  
Bangalore – 560 064  
(near Regal Hospital  / Bharathiya City Road ) 
 
Academy Location Pin : Manipal Academy of BFSI 

 
How to reach  

 
From 

Apprx 
Distance Bus routes Apprx Auto 

fare Apprx Taxi fare 

City Rly Station/ Majestic Bus 
station 20 kms 

1)Direct-  Route 291 J 
 
2)Via- Route 129 to Shivaji 
Nagar & 290 E from Shivaji 
Nagar 

Rs 350 

Rs 600 (Fast Track counters 
available in station for Taxi) 
 
Prepaid counters for Auto 
available in station. 

Kempe Gowda Airport (Bangalore 
International Airport) 25 kms 

Airport Bus upto  Kogilur 
Cross/ Byatarayanapura cross 
and then by Auto 

Not available 
from Airport. 
Rs 150/- from 
the connection 

points 

Rs 700 from Airport to Campus 
 

(Take Airport Taxi from the 
entrance) 

 
Point of contact 

 

Mr Ravikiran   Manager, Infra & Delivery Services 9611101641 

Mr Hariharan Sr.Manager, Planning & Coordination 9591892640 

Mr Ismail Campus-Incharge 9740170918 
 

IMPORTANT : Please bring following documents 

 

For MAGE Registration 
2 copies of the following documents 

 Offer letter from the institution 
 Aadhaar or PAN card 

2 passport size photos 
 

 
Items to be brought by Participant (advisable) 

 

 Small locks for cupboard & study table  
 Shirt & Trouser hangers 
 Personal medicines 
 Personal torch and hygiene items (towels, soap, comb, toothbrush, shoe polish, etc.) 

Dress Code 

 

Monday – Saturday 
Formal Shirt & Trousers and shoes – Men 
Formal/ semi-formal Indian or Western Attire -Women 



 
Hostel Facilities 

 

 Non AC rooms on twin sharing basis 
 24 / 7 – warden and security 
 Hot water – Geycers 
 Mattress and surface bed linen 
 Study Table and chair 
 Doctor on Call / At Site 
 Ambulance 
 ATM 
  

Hostel Address : Daffodils Apartments, Garden Estate, Jakkur Plantations,  
                              Bellary Road, Yelahanka, Bangalore- 64 
 
Contact person at Hostel : Mr Lakshminarayanan – Mob : 7026705339 
 
For Boys -   D1 Block    /   For Girls -    D2 Block  Location Pin :  Daffodils location pin 
 
How to reach the Hostel from  Railway Station / Airport  

From Apprx. 
Distance Bus routes Apprx 

Auto fare Apprx Taxi fare 

 City Rly 
Station/Majestic 
Bus station 

15kms 

1)Direct-  Route  Nos 
280/281/284/285/298 
Stop : Allasandra Gate 
 
Via- Route 129 to Shivaji 
Nagar & 402/G9  from 
Shivaji Nagar 

Rs 250 

Rs 400 (Fast Track/OLA  
counters available in station for 
Taxi) 
 
Prepaid counters for Auto 
available in station. 

 Kempe Gowda 
Airport 25kms 

Airport Bus 
 
Bus stop- Allalasandra Gate 

Not 
available 

from 
Airport. 

 

Rs 500 from Airport to Hostel+ 
Toll 
(Take Airport Taxi from the 
entrance not from inside the 
airport) 

 

 
Do’s and Don’ts 

 

DO’s 
 Formal Dress during Training Session. 
 Ladies have to be inside Hostel before 7.30pm and Gents before 9.30pm.  
 All are expected to be properly dressed before they come out of their hostel rooms. 
 When leaving their rooms the residents must switch off all lights, fans and water taps. 
 Suggestions / feedback / complaints should be logged in Complaint Registers. 
 Birthday celebrations to be done in designated area in food court before 8pm with Warden’s permission. 
 Participant has to sign Night Attendance Register before 9.30pm.   
 During the day, they have to mention their movement in Day Attendance Register.   
 Any absence from the hostel at night must be with the specific permission of the HOD / Warden. 
 Participants are advised to keep valuables or jewellery locked in cupboards.  Management will not be 

responsible for loss of any valuables.  
 In case fellow roommate is absent from the room, is sick, or not going to Class, the same should be reported 

to the Warden. 
 Participants should lock the room and deposit the key to the security guard of the hostel while leaving the 

hostel.  
 
DON’Ts 

 Consumption of alcohol, cigarettes, tobacco, banned substances and chewing gum is strictly prohibited in 
the Hostel.   

 Coming to Hostel after consumption of alcohol etc. is not permitted. 
 Outside food is not permitted. 
 Playing of loud music /cards and disturbing other Participants is not permitted. 
 Participants are not permitted to remain in Hostel Room during academy hours without permission from 

Bank / HOD. 
 Participant is not permitted to use electrical equipment in the hostel room (iron box, electrical kettle etc.) 
  

Note: The Participants to sign off the written undertaking at the time of Hostel admission 
 



 
------------------------------------------------------------------------------------------------------------------------------------------------ 

--------------------------------------------------------------------------------------------------------------------------------- 
The South Indian Bank Ltd, Human Resources Department,  

Head Office, Mission Quarters, Thrissur, KERALA – 680 001 ,   

E-mail: careers@sib.co.in, website : www.southindianbank.com, Phone/Fax: 91-487-2420020  

CIN: L65191KL1929PLC001017     

 

DEPT: HUMAN RESOURCES                   HRD: TAT: TRG: 56: 2019-20                 DATE: 04.10.2019 

 

MS. ANJALA KHAN M.N. 

D/o Mr. NOORULLA KHAN M P 

3/116A, MUKALEL 

THEJUS NAGAR, KALAMASSERY P O 

ERNAKULAM DIST 

PIN-683104 

 

Dear MS. ANJALA KHAN M.N., 

   

SUB: OFFER FOR APPOINTMENT IN THE BANK AS PROBATIONARY OFFICER 

 

We are glad to inform you that you have come out successful in the Online Test, Group Discussion and Personal 

Interview held for the recruitment of Probationary Officers. In this regard, we have pleasure in inviting you for an 

induction training programme. You are therefore advised to report on 13.10.2019 before 06:00 PM for completion 

of the joining formalities & residential induction training programme at your own expense at:  

 

MANIPAL ACADEMY OF BANKING 

SURVEY NO. 36, CHOKKANAHALLI, 

HEGDE NAGAR,THANISANDRA MAIN ROAD, 

JAKKUR POST, BANGALORE NORTH, BANGALORE – 560064 

(LANDMARK: NEAR DIANA COLLEGE/ BHARTI CITY) 

TEL:080-66021000 

 

The duration of the programme will be 3 Weeks from 14.10.2019 to 02.11.2019. Your accommodation is arranged 

from 13.10.2019. In case you do not report for the induction training programme, your selection for the post of 

Probationary Officer will stand nullified and your name will be removed from the list. 

 

Submission of original documents/ credentials 

 

You are required to produce the following while reporting, on failure of which the offer given to you will be treated 

as withdrawn. 

 

a) Your educational qualification certificates and mark lists in original (Xth std onwards up to final year B.E/ B.Tech 

mark-lists, semester mark cards & certificates) along with one self-attested xerox copy thereof. You have to keep 

with you the attested copies of original certificates. The original certificates will be returned to you normally on 

your completion of 3 years of active service in the Bank.  

  

b) Your SSLC/ Matriculation/ Higher Secondary Certificate for verifying the date of birth along with one self-

attested xerox copy of the respective page showing the date of birth. 

 

c) Relieving certificate from your present/previous employer, if you are/were employed. 

 

d) Three latest passport size photographs.   

 

e) A proof/ certificate of Salary/Income of your parents & other earning members of your family from the concerned 

authorities. 

 

f) Two character certificates addressed to the Bank from two respectable persons of your place. 

 

g) PAN Card, if available along with xerox copy (original will be returned after verification).In case you have no 

PAN Card at present immediate arrangements are to be made to get the PAN Card and to submit the same before 

14.11.2019. 

…2  



 
------------------------------------------------------------------------------------------------------------------------------------------------ 

--------------------------------------------------------------------------------------------------------------------------------- 
The South Indian Bank Ltd, Human Resources Department,  

Head Office, Mission Quarters, Thrissur, KERALA – 680 001 ,   

E-mail: careers@sib.co.in, website : www.southindianbank.com, Phone/Fax: 91-487-2420020  

CIN: L65191KL1929PLC001017     

 

 

::2:: 

 

h) AADHAAR card with xerox copy (original will be returned after verification) along with any one of the Photo ID 

proofs such as Voters ID/Driving License/Passport etc. with a xerox copy. (original will be returned after 

verification). 

 

i) SC/ST candidates should produce caste certificate issued by a competent authority along with a self-attested xerox 

copy thereof. 

 

j) Police Verification Certificate obtained from the Police Station having jurisdiction over your Residential/ 

Permanent address. 

 

k) Statement about your medical history and a certificate of fitness for employment in the Bank from a doctor not 

below the rank of Civil Surgeon/ Chief Medical Officer of a Government Hospital. You are also required to produce 

all the medical reports, lab reports, ECG etc along with medical fitness certificate without fail. Medical fitness 

certificate from private hospitals will not be accepted. 

 

If it is later found that, you have made concealment of facts/reported false details in the Personal Statement form/ 

any other document/ certificate, you will be liable for termination from service without further notice. The medical 

reports/ fitness certificates submitted by you are liable to be re-examined or scrutinised by the Bank’s Doctor at 

Bank’s discretion and your appointment in the Bank is subject to your medical fitness for employment in the Bank 

as assessed by the Bank’s Doctor. You will be required to undergo medical examination by the Doctor of Bank’s 

choice, in case the doctor insists for a detailed medical examination, after analyzing the medical reports submitted 

by you. 

 

It shall be distinctly understood that this offer of appointment is subject to your medical fitness, your passing 

with the prescribed qualification/ criteria (mentioned below), submission of original documents/ credentials 

and satisfactory background verification. 

 

Also be informed that original certificates and mark sheets which are yet to be received from the university has to be 

submitted on or before 31.03.2020 failing which your appointment will be terminated. In case it is later found that 

you are not possessing the below mentioned qualification/criteria, you will be terminated from the service without 

prior notice.  

 

Prescribed qualification/criteria: 

1. Age should not be more than 23 years as on 31.12.2018.  

2. Should have secured a minimum of 60% marks in X and XII. 

3. Should have cleared all semester/ year of B.E/ B.Tech in first attempt with minimum 60% marks in each 

semester/year. (Also required to pass the remaining semester/year with minimum 60% marks). 

 

Also please note that if any information already submitted by you is found to be false or untrue or if any material 

information is suppressed, your service is liable to be terminated. 

 

Execution of Bond 

 

As per the terms and conditions of appointment, you have to execute an agreement to the effect that you will serve 

the Bank for a minimum period of Three (3) years (active service) from the date of your joining the Bank. In case 

you leave the service of the Bank before the expiry of the said period, a sum of Rs. 1,50,000/- (Rupees One Lakh 

Fifty Thousand only) will have to be paid towards  expenses incurred by the Bank for recruitment, imparting 

training (both in house and external training including on the job training), compensation / liquidated damages on 

account of loss of opportunity for the Bank from deriving anticipated benefits out of the recruitment process, etc. 
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Apart from above, if you leave or discontinue your service in the Bank without giving notice of three months 

(continuous service without leave), you will have to pay three months Pay & Allowance, in lieu of the notice period.  

 

Salary Package 

 

You will be paid salary/allowances applicable to Probationary Officers (Scale I) in the Scale of Pay Rs. 23700- 

980/7- 30560-1145/2- 32850- 1310/7- 42020. 

 

Basic pay     : Rs. 23,700/-  

DA     : As per IBA pattern. Currently 68.10 % of Basic Pay (September 2019) 

Special Allowance  : 7.75% of Basic Pay 

HRA* 

Rented Accommodation : Rs.5,250/- to Rs.15,600/- (Depending upon the place of posting)* 

     Or  

Fixed HRA      : Minimum 7 % of Basic Pay and Maximum 9 % of Basic Pay  

CCA*    : Maximum Rs. 870/- 

Hill & Fuel Allowance* : Maximum Rs. 2000/-  

 

*As applicable & varies according to the place of posting  

 

Apart from the above, you are also eligible for the annual medical aid and monthly reimbursement of the cost of 

newspaper, fixed conveyance allowance, entertainment allowance, etc as per the applicable rates. 

 

Fresh sanction to be obtained for Rented HRA/Fixed HRA/ Fixed Conveyance. 

 

You will be governed by the “Defined Contributory Pension Scheme” in terms of the Bipartite settlement and 

amendments thereon from time to time. The said Pension Scheme will be as per the provisions of the New Pension 

System under Pension Fund Regulatory and Development Authority.10% of (Basic Pay +D.A) will be deducted 

monthly from the salary towards the Pension Fund. An equal amount will be contributed by the Bank. 

 

Employee Training & Development  

 

1. You will be trained on the job during probation period, wherein you will be posted in three different 

branches in the first year (four months each). During this tenure, you will have to do project works specific 

to the job role given at the place of posting.  

 

2. During the second year of probation you will be posted at a branch or department as per the requirement of 

the bank. 

 

3. As a part of continuous employee training and evaluation, you need to attempt 20 modules of the e-learning 

test conducted by Bank’s Staff Training College during your probation. You are required to score a 

minimum of 60% marks in each module and an aggregate of 70% marks for all the 20 modules put together 

before getting confirmed in the service of the Bank. The marks scored in these tests will also be taken in to 

consideration for your confirmation.  

 

The detailed modalities of the project work and e-learning test will be informed to you during the joining 

formalities. 

 

You will have to report at the initial place of posting immediately after the completion of the induction training 

programme. 
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Please note that you are liable for transfer anywhere in India at the sole discretion of the Bank and also note that you 

will not be eligible for placing transfer request on any grounds during your probation period. On receipt of this offer 

letter, you are requested to confirm your participation for the induction training programme to the below mentioned 

e-mail address on or before 09.10.2019, failing which the offer given to you will be treated as withdrawn. 

 

E-mail: careers@sib.co.in 

 

We hope this will be the beginning of a long and rewarding career with us.  

 

With Best Wishes,       

 

Yours faithfully, 

 

 

Deputy General Manager

mailto:careers@sib.co.in�
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Campus Harme , Styg. [ry9o-l.OF ENctr nld6P t^)D {/UD na*:98-&L -Jolg
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Dear AArHI Q A'f' f Rfrn gOP

Congratulations!t!

Welcome to the $*thedand Family.....

VYlth reference lo ihe lnterview you had with us. we are pleased to inform that you have
.beenshortlistedasa.Consultant"'YourernploymentwithuswillbeestabIishedon
clearing further rounds of interview which would be conducted at our Marine Drive facility 

_

{1St Floor, Allianc* Residency, Shanmugham Rd, Marine Drive, Ernakulam, Kerala- 682
031). The offer lett*r can be collected from the $ame venue.

We at Sutherland are privileged to have you with us and we look forward to launching
your sgccessful career with us.

You may have to furnish the following documents on clearing further rounds of inGrview
for completing the jaining formalities

c 10 Fassport size photographs
r 1Oth & 12th and UGIPG education certificates
r Address & lD Proof( Ration card. Driving license/Passport, PAl.{ Card,

Voter lD Etc)

2 reference letters

Meciical Fitness Certificate- saying you are fit enough to work in night
shifts

Offer letter / Relieving letter i Last 3 consecutive rnonths pay slips

{Applicable only for experienced candidates)

Note: Please produce this letter at the reception. f

Candidate Acceptance

a

a

Yours sincerely,

utherland

:'t ri. 1.. I I rl
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SI-,,THERLAND

Campus Name :

51612019

Dear ABHISHEK MOHAN - CE (I{ON VOICE)

Congratulations!!!

o*$;fu1ign"to,y

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block -Al, 6th Floor,

lilo. 16, GST Road, Perungulathur,

Chennai; Tamil Nadu, PIN 600063

PROVISIONAI. OFFER LETTER

SCMS School of Engineering and Technology Date:

Welcome to the Sutherland Fami!y,*o.

With reference to the lnterview
been short listed as

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

to inform that you have

will be established on
clearing further at our Perungalathur
facility (No.16, GST Roadiffi,#,,gy Office ParkA-1 Block,"ffiffi.ugf,loor, Perungalathur,
Chennai- 600 06.qQid,,,,,,,,fne offeY4f.dt-ffiffin be coilegtPffiom the ffi$nue.
We at Sutherlardiare. privileged'io' e you witiilus aifuwe took forward to launching
your successful iaibei$[!; ,r. ],*r jf , *', 

.,.%
'd',. "r ,- {1 , ,i ,.:- @+

You may have to furni3ffiet{bllowing ddffii}.f n cteaHog*furt$r rounds of interview
forcompleting the joiningjtormalit$s ,,!fl',ffi. 'rfuk r{

*4?u,'uY.fu, 
'*,,; h, *%.

. 10 Passpprt siz&Gho-t8$raphs '"#ffi'' 
.,. 10th-&"i2$r*"nO UGpO education cffincates

. Addr6-$*$":!iE-_E_lH*Proof( Ratiffiard, Driv*in-$_ l-igggse/Passport, PAN Card,
Voter tD EGi;- e" ,ffiffii! " 

.- 
',ffiffi.,

-& rtn:-.' .: l?t..-,:o 2 reterence'IetteB*". 'Tr#.-: t;, r,ft&*'o 2 reterencel.ejte.dW, *r-rr. ',".,ffi:'
o Medical Fitnes ficate- SeryirtCI.y#,! are fit enough to work in night

shifts 'ffii : '" 

-:",:}",Xi,. Offer letter / Relievirrg'Jefter / LU$t- consecutive months pay slips

Gandidate Acceptance

Tel No. : +91.44.4288.7 884

Cl N:U72200TN2000PTC045578
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Campus Name : Stt'18 ScHooL OF E$htN€€plAlf^ AntD

7€c XNaLA'l
s*re: a{;felisat?

Dear AarntA g€:^r^ry

Congratulations!!l

Welcome to th+ $utherland Family.....

liYtth reference to tl're lnterview you had with u$, we are pleased to infonn that you have
been short listed *s a "Consultant". Your employment with us will be established on
clearing further rounds of interview wfrich would be conducted at our Marine Drive facility
(1St Floor, Alliance Residency, Shanmugham Rd, Marine Drive, Ernakuhrn, Kerde- 682
031)" The offer letter can be collected from the $arne venue.

We at Sutherland ere privileged to have you with us and we look forward to launching
your successful career with us.

You may have to furnish the following documents on clearing further rounds of interview
for completing the joining formalities

10 Passport size photographs
o 10th & 12th and UGIPG education certificates
e Address & lD Proof( Ration card. Driving license/Passport. PAN Card,

Voter lD Etc)
. 2 reference letters
r Medical Fitness Certificate- saying you are fit enough to work in night

shifts
. Offer letter / Relieving letter / Last 3 consecutive rnonths pay slips

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception. i1

Yours sincerely,

Authorized Signatory Candidate Acceptance
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SUTHERLAND

PROVISIONAL OFFER LETTER

SCMS School of Engineering and Technology Date :Campus Name :

5/6/2019

Dear FAMITHA SHAMSUDHEEN - CE (NON VOICE)

Congratulations!!!

Welcome to the Sutherland

With reference to the lnte.rview yoif
been short listed as
clearing further
facility (No.16, GST A-1 Block,
Chennai - 600 063). The

We at Su
your successful

You may have to
for completing the

o10
o1
a

Voter I

2

Medical Fi

shifts
. Offer letter /

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

J,WI

to inform that you have
will be established on

be at our Perungalathur

, PAN Card,

enough to work in

a

a

s'3 consecutive months pay

night

slips

Authorized Signatory

Sutherland Global Services Pvt. Ltd.

The Gateway ffice Part, IT/ITES SEZ, Block -A1, 6th Ftoor,

No. 16, GST Road, Perungulathur,

Chennai,'lamil Nadu, PIN 600063

Candidate Acceptance

Tel No. : +91.44-4288.7884

CIN :U72200TN2000PTC045578
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PEoJr slp_NAL Qr F E R LHITEF

Welcome to the $utherland Family.....

Wth reference.to the lnterview you had with u$, we are pleased to inform that you have
been short listed as a "Consultant'. Your employment with us will be established on
clearing further rounds of interview which would be eonduc{ed at our Mari*e Drive facility

{1St Floor, ,{lliance Residency, Shanmugham Rd. Marine Drive, Emd<ulam, Kerala- 682
031). The offer letter can be collected from the same venue.

We at Sutherland are privileged to have you with us and we look forward to taunching
your successful career with us.

You may have to furnish the following documents on clearing further rounds of interview
for completing the joining formalities

r 10 Passport size photographs

r 10th & 12th and UG/PG education certificates
. Address & lD Proof( Ration card. Driving licenselPassport, PAN Card,

Voter lD Etc)
. 2 reference letters
o Meclical Fitness Certificate- saying you are fit enough to work in night

shifts
. Off*r letter / Relieving letter / Last 3 consecutive months pay slips

(Applicable only for experienced candidates)

Note: Please preduce this letter at the reception. *

campus tlame , 5-a 
Y 

5 
1l.dl 

,b t'6'De€ 6rZ

Te < ho.rl2 
a

Dear 
C4 EETprJ BENN*l5Dr{.

Congratulations!il

Yours sincerely,

:$ffsignatory

-^"8 oate: it-Ie.t-etf tq

Gandidate Acceptance

..,;:^ .:r .5.",.i St'tQd
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

s/6/20t9

Dear MANU THOMAS - CE (NON VOICE)

Gongratulations!!!

Welcome to the Sutherland F

With reference to the lnterview
been short listed as
clearing further
facility (No.16, GST

We at Su
your successful

Voter
2

Medical Fi

shifts

SCMS School of Engineering and Technology Date:

a

a

to inform that you have
will be established on

be at our Perungalathur
A-1 Block,

PAN Card,

Gandidate Acceptance

'1\i,iiqli'

are fi{'"enough to work in night

ffi$iw
tffi,3 consecutive months pay slips. Offer letter / Rel

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

3'Aa&
Authorfzed Signatory

Sutherland Global Services Pvt. Ltd.
The Gateway ffice Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

Tel No. : +91.44.4288.78M

Cl N : U72200TN2000PTC045578
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SUTHEHLAND

PROVISIONAL OFFER LETTER

Campus Name :

y6l2at9

Dear ASNIYA C B - CSE (NON VOICE)

Congratulations!!!

SCMS Schoo.l of Engineering and Technology Date :

Welcome to the Sutherland F

With reference to the lnterview
been short listed as a
clearing further round$
facility (No.16, GST Roadi
Chennai - 600 The

We at
your successful

You may hav.e to

o

a

a

a

a

to inform that you have

will be established on

at our Perungalathur
A-1 Block,

_ .,ir:i?i!.t-;a.t;.li!!#.fl.i

for completing the joinind'f6.,tmetks .,*,,,.,ffi-t
o'.1" *ff: .f,'l

'\:+1i rrr!

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland 
,:

1,frtqr
Authorized Signatory

assport, PAN Card,

consecutive months pay

Gandidate Acceptance

ln night

slips

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block - A1, 6th Floot
Np. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

Tel No. : +91.44.4288.7884

CIN:U72200TN2000PTC045578

10

Voter
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PSOV|S|oNAL OrrEg-tErrFR

Campus Name : 5c Mf ,.f"-"\, ,f,E'r6,-,"o.'? o^*Q

Tecb rr.,t"fll
Date : ?,$'L b"zo{q

DEAr PPRVEE'$ PPINI( E'

Congratulations!!J

Welcome to the Sutherland Family.....

With reference to the lnterview you had with u$, we are pleased to infsnn that you trave

been short listdd as a 'Con$ultant". Your employment with us will be established on

clearing further rounds of interview which would be conducted at our Mailne Drive facility
(1St Floor, Alliance Residency, Shanmugham Rd, Marini Drive, Emakulam, Kerala- 682

031). The offer letter can be collected from ths sarne venue.

We at Sutherland are privileged to have you with us and we look fo+ward to bunchirg
your successful caqeer with us.

You may have to furnish the following documents on clearing further rounds of interyiew

for completing the joining formalities

o 10 Passport size photographs

o 10th & 12th and UGIPG education certificates
. Address & lD Proof( Ration c"trd, Driving license/Passport, PAN Card.

Voter lD Etc)
. 2 reference letters
o Medical Fitness Certificate- saying yCIu are fit enot4h to work in

shifts
. Offer letter / Relieving letter I Last 3 consecutive months pay

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception. f'

Yours sincerely,

utherland

Signat+ry Candidate Acc*ptance

ngtrt

slips

l.locrT'itri' ! l|*Cir r ri r -'.. Pi _i I 
t l{O.1, C'ilti, ,i.1! ,riiAt:Ai
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

sl6DaD

Dear RANJINI P NAIR - CSE (NON VOICE)

Congratulations!!!

been short listed as

clearing further
facility (No.16, GST

for completing the joinin$

SCMS School of Engineering and Technology Date:

ld be
A-1 Block,

to inform that you have

will be established on

at our Perungalathur

to launching

-a:.:t.. i::li:i:

",:1,:8,, ;);E:
a

a

a

a

a

,itii$li$!,iri& -"rd{i!i!.

1oth.W$',ffind UGI'#

AddrdH$tfffi.f]tuProof(
Voter lD'qffiffif#
2 referencB9,t-Hfffi;,,

aiilii:irlsillil,iilililiilf ii.

PAN Card,

night

slips

Medical ritnd te- $ffi
shifts -"q{,ffii-#*ffig -'4

Offer letter / Relievingalbtter /

"enough to work in

consecutive months pay
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

fly,,r
Authorized Signatory

Sutherland Global Services Rrt. Ltd.

The Gateway ffice Part, IT/ITES SEZ, Block -A'1, 6th Floor,

No. 16,.GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

Gandidate Acceptance

Tel No. : +91.44.4288.78M

CIN : U72200TN2000PTC045578



S
SUTHERLAND

PROVISIONAL OFFER LETTER

CampusName: SCMS School of Engineering and Technology Date:

sl6l2019

Dear SUBITHA V S - CSE (NON VOICE)

Congratulationsl!!

Welcome to the Sutherland Family.:,',.,,g .:1ii:..-.;1;::,1,,.

With reference to the lnterview you had wtn us, we are p,haseO to inform that you have
been short listed as a "Associate". Your employment with us will be established on
clearing further rounds of interview which would be conducfed at our Perungalathur
facility (No.16, GST Road, Gatanray Office pa* R-t Block, Grqrnd Floor, perungalathur,

chennai - 600 063). The offe$ can be coilected f.1gm tne deffe *enue.

we at sutherlanS,ilb priviteged to hav.e you with us and we look fonnrard to launching
your successful carerer with us. ,-"'- , ,

You may have to furni$ e tollowing OoeUelgdts on cteir"ing fu@r rounds of interview
for completing the joining formalities

o 10 Paseport siz6.p,,hotographs . ,,:

. 1Oth & 1fth and UG/PG education certificates
Addre**' D Proof( Ration+ard, Dri$4:'4nse/Passport, PAN Card,
Voter lD Etc)

: 'r::fi"5'ffifl**r," ld,iln'yn, 
"," 

rit enoush to work in nisht
shifts

Offer letter / Relieving letter / Last 3 consecutive months pay slips
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

" Yours sincerely,

Sutherland

1F4
Authorized Candidate AcceptanceSignatory

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block - A1, 6th Floor,
No. 16, GST Road, Perungulathur,
Ctrennai, TamilNadu. PIN 600063 ' f'!

Tel No. : +91.44.4288.7884

Cl N : U72200TN2000PTC045578
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SUTHEBLAND

PROVISIONAL OFFER LETTER

Campus Name :

5t612019

Dear SUNITHA SAHU - CSE (NON VOICE)

Gongratulations!!!

SCMS School of Engineering and Technology Date :

t_,

Welcome to the Sutherland t"-*r+*k;i,r;

With reference to the lnterview
been short listed as

clearing further
facility (No.16, GST
Chennai - 600

We at
your successful

You may have to
for completing the joinin$

be
A-1 Block,

to inform that you have

will be established on

at our Perungalathur

PAN Card,

night

slips

Proof( *r*'ffiffl

ffi+ir,, =.*">-),}

Medical Fitnd'ESF#i te- Sff
shifts 

- 
., ',',:t '

Offer letter / Relievin$:ietter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland 
!

^#r,r "isnatory

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block - 41, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

are fit""enough to work in

consecutive months pay

Candidate Acceptance

Tel No. : +91.44.4288.7884

CIN : U72200TN2000PTC045578
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

sl6l2019

Dear ASWATHY MOHANAN - ECE (NON VOICE)

Congratulations!!!

Welcome to the Sutherland F

With reference to the lnterview
been short listed as

clearing further
facility (No.16, GST A-1 Block,
Chennai - 600

We at
your successful

You may have to
for completing the joining

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

I *6rL
Authorized Signatory

Sutherland Global Services Pvt. Ltd.

The Gateway ffice Part, IT/ITES SEZ, Block - A1, 6th Floor,

Np. 16, GST Road, Perungulathur.,

Chennai, Tamil Nadu, PIN 600063

SCMS School of Engineering and Technology Date :

to inform that you have
will be established on

be at our Perungalathur

Candidate Acceptance

Tel No. : +91.44.4288.7884

Cl N :U72200TN2000PTC045578

ffi'H-';,-," 
k forward to launchins

*+1li,ft- ';; 3t,

teaiff@,"-4*U@g,1 rou nds of i nterview
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Carnpus Name : 5( MS Sch"ol ,t
fe.^"ob5x o 

[itnecn.? ^'-"[ Sate: Zg-trsb-?"ats1

Dear A.tttt ? tq 5

Congratulations!!l

Welcome to the $utherland Family.....

Wth reference to the lnterview you had with Li$, \Are are pleased to inform that you have
been short listed as a "Consultant". Your ernployment with us wiH be estabiished on
clearing further rounds of interview which would be conducted at our lt6arine Drive facility
(1St Floor, Alliance Residency, Shanmugham Rd, Marine Drive, Ernaku{arn, Kerala- 682
031). The offer letter can be collected from the sarne venue.

We at Sutherland are privileged to have you with us and we look fonarard to launching
your successful carger with us.

You may have to furnish the following documents on clearing further rounds of interview
for completing the joining formalities

o 10 Passport size photographs

o 10th & 12th and UG/PG education certificates
o Address & lD Proof( Ration card, Driving license/Passport, PAN Card,

a

a

Voter lD Etc)

2 reference letters

Medical Fitness Certificate- saying you are fit enough to work in night
shifts

Offer letter I Relieving letter / Last 3 consecutive months pay stips
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception. i

Yours sincerely,

\utherland

s,\,
AuthorQd $ignatory Candidate Acceptance

'i.}OT TEGHNOPOLTS, ,]:*l f*O.i, CSE/. l{AK(ANliO, r-.fit:Al'i"Jt-Aff, SOClr${, KEFrru.A, fiit$82037





^q.h.\H
\58

SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

sl6l20t9

Dear HARITHA T P

Congratulations!!l

Welcome to the Sutherland

With reference to the lnterview
been short listed as

clearing further
facility (No.16, GST
Chennai - 600

We at
your successful

You may have to
for completing the joinin$

.10
o1
a

Voter
a

a

2

Medical F
shifts

. Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

Jffil
Authoriied Signatory

Suthedand Global Services Pvt. Ltd.

The Gateway ffice Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

SCMS Schoql of Engineering and Technology Date :

- ECE (NON VOICE)

, PAN Card,

are fit*'enough to work in night

consecutive months pay slips

Candidate Acceptance

Tel No. : +91.44.4288.7884

Cl N:U72200TN2000PTC045578
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SUTH ERLAND

PROVISPNAL SFFER LETTER

campusName: gcuSStHooL of EN[,tN€EQ\ Nq 40fr
T€C#*o LoCLI

Dear &rnR,tYA rRge$A ulNcea)J'

Date: ae-#eb'QotQ

Congratulations!li

Welcome to the Sutherland Family.....

With reference lo the lnterview you had with u$, we are pleased to inform that yol have

been short listed as a "Consuliant". Your ernployment with us will be established on

clearing further rcunds of interview which would be conducted at our Marine Drive facility

{1St Fl6or, Alliance Residency, Shanmugham Rd, irtarine Drive, Ernakulam" Kerala- 682

031). The offer letter can be collected from the same venue'

We at Sutherland are privileged to have you with us and we look forward to launching

your successful career with us.

you may have to furnish the following documents on clearing further rounds of intelview

for completing the joining formalities

o 10 PassPort size PhotograPhs
o 1Oth & 12th and UGIPG education certificates

r Address & lD Proof( Ration card. Driving license/Passport, PAN Card'

Voter lD Etc)

2 reference letters

Medical Fitness Certificate- saying yCIu are fit enor'rgh to work in night

shifts

Offer letter I Relieving letter / Last 3 consecutive months pay slips

(Applicable only for experienced candidates)

Note: Please produce this letter at the recepticn' i+'

Yours sincerely,

Candidate AccePtance

e

a

!$L',j.: r*,i" rt\.] 'l:'ini).'! , ,38.' , l.:.",,ifif,fiS(D, EF5';Ai{,i.!ASI, Ll(,Xlt tllq,.i{L+iqBA;$${:i88:S37
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

s/6120t9

Dear MEENAKSHI NAIR J - ECE (NON VOICE)

Congratulations!l!

Welcome to the Sutherland F

With reference to the lnterview
been short listed as

clearing further
facility (No.16, GST

Voter
o2
a

SCMS School of Engineering and Technology Date :

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

to inform that you have
will be established on

at our Perungalathur

Candidate Acceptance

night

slips

d
uth

M+{
orized Signatory

Suthedand Global Services Pvt. Ltd.

The Gateway ffice Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

Tel No. : +91.44.4288.7 8M

Cl N:U72200TN2000PTC045578

US,
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PROVISIONAL OFFER LETTER

Campus Name :

51612019

Dear MEHAJA P IBRAHIM - ECE (NON VOICE)

Gongratulations!!!

Welcome to the Sutherland F

,{,ll

With reference to the lnterview vor

been short listed as

clearing further
facility (No.16, GST

SCMS School of Engineering and Technology Date:

be
A-1 Block,

enough to work in

consecutive months pay

to inform that you have

will be established on
at our Perungalathur

; Perungalathur,

PAN Card,

night

slips

Chennai - 600

We at
your successful

a

a

a

a

a

sizephot@raphs
and UG' ducation

Voter.lff froo( 
Rati,9#r.S,frd'

&6.!.N ;;ji:iri..;;,:;!..::::!.+.
r;:\!q!; a.::1.:!..;..;:.:::':<::4.:.t :11.

2

Medical
shifts

Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

Signatory

Sutherland Global Services Pvt. Ltd.

The Gateway ffice Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

3 Yrl
Authorized Candidate Acceptance

Tel No. : +91.44.4288.78M

CIN :U72200TN2000PTC045578
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SUTHERLAND

PROVISIONAL OFFER LETTER

SCMS School of Engineering and Technology Date:

We|come to the Sutherland Fami!y,,"..,s=

::4rtgffi

Campus Name :

516120t9

Dear SACHIN.S - ECE (NON VOICE)

Congratulations!!!

With reference to the lnterview
been short listed as
clearing further rounr

facility (No.16, GST
Chennai - 600

We at Sutherland;ai
your successful

You may have to
for completing the

a

a

a

10P
1oth

be
A-1 Block,

to inform that you have
will be established on
at our Perungalathur

PAN Card,
Voter

o

a

2

Medical
shifts

. Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

7,.k ,,t
Authorized Signatory

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block -A1, 6th Ftoor,
No. 16, GST Road, Perungulathur,

Chennai, Tamil Nadu, PIN 600063

Ratigit!-r,.Sard, D

i=.

consecutive months pay

night

slips

Candidate Acceptance

Tel No. : +9'1.44.428.7884

CIN : U72200TN2000PTC045578

. " ",:.,"

on clearing furthgr rounds of interview

':N 
".. 

;."."
,l^i.,. t{= - 

"t"$'r,,

.;:t:i:ila :::::::::1 a:11



FIXED TERM CONTRACT OF EMPLOYMENT

October 7, 2019

Sachin Suresh
NANDANAM,CK ROAD, MANJUMEL

ERNAKULAM, 683501

Dear Sachin Suresh,

Congratulations! We welcome you to the family of Sutherland!

With reference to our discussions, we are pleased to appoint you as Associate−CS Internet (Trainee).
Please note that this position is pending a favourable background verification and reference check. You are
requested to join us on or before October 7, 2019 on the following terms and conditions: 

Your place of posting will be at Cochin. However, during your employment with us you may be posted or
transferred / attached to any other units / companies / offices or clients of The Sutherland Global Services
Private Limited either in India or Abroad at the sole discretion of the Management.

Your emoluments by way of Annual Cost to the Company is INR 178700/− per annum (One Lakh seventy
Eight Seven Hundred only), the details of which are given in the annexure of the appointment letter. You
will be entitled to all other statutory benefits wherever applicable during the fixed period of contract.

You shall report to the Business Director of the company or any authorized person nominated by the
company from time to time, who will in turn assign your role, duties and responsibilities in the company.

You may be required to work in shift system of the company as intimated to you from time to time.
You are governed by the "Service Rules and Regulations" of the company which are in force or may come
in force from time to time. You will also execute a service and confidentiality agreement as applicable to
employees of your category from time to time.

Your contract would start from your date of joining to Sutherland and would end on 31−Dec−2019. There
will not be any further extension thereafter. Either party can terminate this contract of employment in 15
days' notice or pay salary in lieu of the same to the other party.

Your Services can be terminated without any notice and inquiry by Company, under the following
conditions:

In case your performance is found to be unsatisfactory (or) you are found violating any disciplinary
norms of the organization (or) client.

• 



In the event of rejection by the client for dishonesty, disobedience, absence from duty without
permission or any other act considered detrimental to the interest of the organization, client, (or)
violation of one (or) more terms of this appointment.

• 

Any activity leading to formation of groups, which the organization may feel that such groups may
hamper the work, peace and general client relationship.

• 

Any activity resulting in loss of work at office premises (or) purposive delay of work at an individual
capacity (or) in conjunction with other colleagues will be treated as an in disciplinary act and may
result in termination of your service without notice or inquiry, with immediate effect.

• 

Your appointment is being made on the basis of your particulars such as qualifications etc., as given
by you in your application for employment and in case any information as given by you is found
false or incorrect, your appointment will be deemed void ab initio and liable for termination without
any notice or salary in lieu thereof

• 

Notwithstanding the above, in the event of the project/work for which you are being employed comes to an
end before the aforementioned period, this contract shall be co−terminus with the aforementioned
project/work.  Your contractual appointment will automatically come to an end on the expiry of the specified
period and no notice pay or retrenchment compensation will be payable to you by the Company.  Since
your appointment is being made for a specific period, you will neither have any right nor a lien on the job
held by you. Also, you will not claim regular employment even if there is such a vacancy for the post held
by you or otherwise. ..,  

However, should your termination be due to un authorized absence from duty, non−performance,
misconduct, fraud, negligence, theft, wilful violation of the company rules, misappropriation, imprisonment
or censure by a court of law or as it may deem fit in the instant case, the company will not provide 15 days
notice.
During the period of your employment with us, you will not work directly or indirectly for any other person,
firm, company or organization or engage yourself with any trade or business whether with or without
remuneration in any capacity without the prior written permission of the company.

You will maintain utmost secrecy of the affairs or works of the company and should not divulge any
information of the company by any mode of communication to any other person or organization etc., during
your employment with us or thereafter.

Your appointment is subject to that your self−declaration on medical fitness and you will have to maintain a
state of overall sound health in order to be able to perform your Services per expected standards and
continue employment in the Company.

All inventions, improvements and discoveries made solely by you or jointly while on duty need to be
disclosed to the company and the company has the sole right, title and interest over such inventions,
improvements, and discoveries and has the intellectual property rights over them.

You shall keep the company informed in writing, of any change in your address, failing which any
notice/letter sent by the company to your address mentioned above shall be sufficient for the purpose of
this contract.

The Personal Information you provide to the Company in connection with your recruitment and subsequent
employment will be used for the purpose of administering your employment with the Company in general
and the Company's human resources in particular. The Company may disclose some or all of your
Personal Information to competent authority(ies) in accordance with their directions or to other parties,
including our clients, on need−to−know basis, in pursuance of any enquiry or investigation.  You have the
right to access and correct your own Personal Information which the Company has.  Any request for
Personal Information access and/or correction should be addressed to the Human Resources Department. 



You shall keep the company informed of any change in your present or permanent address or contact
details (e−mail/ contact number).  

You will automatically retire from the services of the company on attaining the age of 58 years.

Please bring the following original documents for verification with their photocopies, which would be
retained for our records.

 Photographs (Six passport size) 

 All educational certificates including mark sheets in full 

 Relieving Letter & Service Certificate (If employed previously) 

 Proof of Last drawn salary 

 Aadhar, Passport / Proof of Address 

 Form −16 along with earnings certificate for IT purpose

Please sign and return the duplicate copy of this letter within 3 days of receiving the same as a confirmation
of acceptance of the same, failing which this offer shall stand cancelled, unless a written extension is given.



Sutherland Global Services Private Ltd.

Annexure

Compensation Structure

Name of the Employee: Sachin Suresh

Designation: Associate−CS Internet
Date of Joining: October 7, 2019

Component
Amount

PA

Amount

PM
Calculation Logic

CTC 178700 14892 Cost to Company

Basic 56053 4671 35% of Gross Pay

HRA 28027 2336 50% of Basic

Bonus 27127 2261 Statutory Bonus as per Act

Special
Allowance/Choice

51638 4303

Gross 162845 13570

PF − Employer 15855 1321
IF (Gross−HRA)>180000, 21600,

(Gross−HRA)*12%

ESI (Employee) 1221 102 0.75% on Gross−Bonus

Total Net Take
Home (PA)

145769 12147 Net = Gross − PF − ESI

Insurance
Premium

Sum insured under Accident Insurance is Rs.5,00,000/−,
Mediclaim is Rs.2,00,000/− for self only.

ESI

If your Gross Pay (GrossBonus) is less than Rs.21000/−
per month, an amount equivalent to 0.75% of your gross
salary will be deducted towards ESI every month − For
details you may contact your Program HR Executive

We at Sutherland have the privilege to have you with us and personally welcome and wish you a very
successful career with us and reaffirm our complete confidence in your ability to find professional and
personal satisfaction here. All who met you agree you will be a fine asset to the company.

Best wishes for a long, happy and rewarding career with us.

Sincerely,
For Sutherland

Shiv Kumar Ganapathi

Associate Vice President and Head of Talent Acquisition, India

I have read the contents of this letter and accept the offer of employment with the terms and
conditions mentioned above and the enclosed annexures. I hereby also confirm having received my

original copy of this Offer Letter.



Offer electronically accepted by: Sachin Suresh
Offer electronically accepted on: Oct 7, 2019, 9:23 PM GMT+05:30
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Signed Offer Letter
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

5/612019

Dear SHIVANI G - ECE (NON VOICE)

Congratulations!!!

Welcome to the Sutherland Family"

With reference to the Interview
been short listed as a
clearing further roun
facility (No.16, GST F

We at
your successful

You may have to furniBtf',i*h6'

for completing the joininSi"ffilt

SCMS School of Engineering and Technology Date:

to inform that you have
will be established on

be at our Perungalathur
A-1 Block,

o 10

o1
a

a

a

se/Passport, PAN Card,
Voter
2

Medical Fi are fit"-enough to work in night

Offer letter / ReliBY}#f,FljLetter / tffi= consecutive months
(Applicable only for experienced candidates)

pay slips

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

^"*#,*signatory

Sutherland Global Services Pvt. Ltd.
The Gateway Office Part, IT/ITES SEZ, Block - A1, 6th Floor,

No. 16, GST Road, Perungulathui
Chennai, Tamil Nadu, PIN 600063

Candidate Acceptance

Tel No. : +91 .44.4288.7 884

Cl N :U72200TN2000PTC045578

be colleded from the sa+i*H*ffinue.it. i i(, 'wa#""\''
:,1 '!:i.- *ry{?-.],:""i ., :,. : ,fl+-

k{o, with.ris-."ffi,y" look for.ward to launching

S1;, ''.* -t
;+l+'*" s** th*
*ry];on clea\ff@.{,,, unds or interview

"f1 ,,) ':"i
.,;: l- t. .. " i, l, -,1. \.r'- .r I qfr?, if.

aPnS ' , -,1 't,,,**:

i&ucation cer{ma*s r;;

shifts
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

sl6l2019

Dear VIDHYA PRAKASH T - ECE (NON VOICE)

Congratulations!!!

Welcome to the Sutherland

With reference to the lnterview
been short listed as
clearing further
facility (No.16, GST Office A-1 Block,
Chennai - 600 be

SCMS School of Engineering and Technology Date :

be

to inform that you have

will be established on
at our Perungalathur

PAN Card,

the

We at
your successful

o 't0

o1
a

Voter I

2

Medical
shifts

Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

fr'#*/
Authofzed Signatory

Sutherland Global Services R/t. Ltd.

The Gateway Office Part, IT/ITES.SEZ, Block - A1, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai,.Tamil Nadu, PIN 600063

a

a are fit"'enough to work in

consecutive months pay

night

slips

Candidate Acceptance

Tel No. : +91.M.4288.7 884

CIN :U72200TN2000PTC045578
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SUTHERLAND

PROVISIONAL OFFER LETTER

WeIcome to the Sutherland Famj!yu1;.,;=q.

With reference to the lnterview
been short listed as

clearing further
facility (No.16, GST Road}r

Chennai- 600 063.)Jhe

We at

to inform that you have

will be established on

at our Perungalathur

PAN Card,

Candidate Acceptance

Campus Name :

516120t9

Dear ELSA ANTONY ,: - EEE (NON VOICE)

Congratulations!!l

your successful dffipp
,,:"ii

SCMS School of Engineering and Technology Date :

You may have to fu
for completing the joinin$

Medical F
shifts

o Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

o'1r#!"ignatory

Sutherland Global Services hd. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathui
Chennai,,Tamil Nadu, PIN 600063

a

a

a

o

a

Voter

2 refe

::iq"r::]it:i:iii*::,;::#:,

**i!*ur?/iiiu.ltt$:[

':r$ii'iiffii'!

are fit--enough to work in night

consecutive months pay slips

Tel No. : +91.44.4288.7884

CIN : U72200TN2000PTC045578

10
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SUTHERLAND

PROVISIONAL OFFER LTTTER

carnpus Name t $ta6 Scuoor o€ e NQLnr€i6Rl N Q A Nr- Date : flq- {eb- eo$t
l€.ctt,uotohl 

"

Dear i. P l5H n; e{n l{ .

Congratulations!!J

Welcome to the $utherland Family.....

With reference to the lnterview you had with u$, we are pleased to inform that you have
been short listtid as a "Consultant'. Your employment with us will be estabtished on
clearing further rounds of interview which would be conducted at our Marine Drile facility

{1St Floor, Alliance Residency, Shanmugham ftd. Marinb Drive, Ernakularn, Kerala- 682
031). The offer lefter can be collected from the same venue.

We at Sutherland are privileged to have you with us and we look forward to launching
your successful career with us.

You may have to furnish the following documents on clearing further rourds sf interyiew
for completing the joining formalities

r 10 Passport size photographs
o 1Oth & 12th and UG/PG education certificates
e Address & lD Proof( Ration c*rd, Driving license/Passport, PAN Card,

Voter lD Etc)

2 reference letters

Medical Fitness Certificate- saying you are fit enough to work in night
shifts

Offer letter / Relieving letter / Last 3 consecutive mon{hs pay slips
(Applicable only for experienced candidates)

Note: Please produce this letter at the receptio*. l'

o

I

Yours sincerely,

M:sisna,ory Gandidate Acceptance

{ll.-r: ;:+,-i3 $q ., l:}fZ.Kr:i



I

*qru^

S
\q'5

SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

sl6l20t9

Dear ATHUL KRISHNA - ME (NON VOICE)

Congratulations!!!

Welcome to the Sutherland Fami

With reference to the lnterview
been short listed as 4
clearing further round$
facility (No.16, GST
Chennai - 600 063). The

We at
your successful

You may have to
for completing the joining

. 10

c1
a Proof(

SCMS School of Engineering and Technology Date:

Voter
2

Medical
shifts

. Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

l bq{
Authorized Signatory

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathur,

Chennai,.Tamil Nadu, PIN 600063

to inform that you have
s will be established on

at our Perungalathur
Perungalathur,

PAN Card,

in night

pay slips

Gandidate Acceptance

o

a

Tel No. : +91.44.4288.7884

CIN :U72200TN2000PTC045578
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name :

sl6120t9

SCMS School of Engineering and Technology Date :

to launching

O

a

a

a

a

PAN Card,

night

slips

Sutherland Global Services Pvt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathuf,

Chennai, Tamil Nadu, PIN 600063

--'-'-*'=.R"il "' x:J"' "\$ffi
"/lfu ';,ffh" Li::t.' :

You may have to fumi$,i,,: d\;TBllowing dc,ffii..gffis
:i::.::!:tji,:ry

for completing the joinin$'ffirdliiltg.,,,,F l;;':

Voter

Medical
shifts

. Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland 
,:

J,M
Authoiizbd Signatory

work in

consecutive months pay

Gandidate Acceptance

Tel No. : +91.44.4288.7884

CIN : U72200TN2000PTCM5578
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SUTHEBLAND

PROVISIONAL OFFER LETTER

Campus Name :

51612019

Dear JITHIN JOSEPH - ME (l{ON VOICE)

Congratulations!!!

Welcome to the Sutherland Fami)y,.*,
,J,-

SCMS School of Engineering and Technology Date:

With reference to the lnterview
been short listed as

clearing further
facility (No.'16, GST
Chennai - 600

We at
your successful

You may have to
for completing the joi

'10

1

Addrdi
Voter I

Medical
shifts

o Offer letter / Rel
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

orff#=*"ignatory

Sutherland Global Services hrt. Ltd.

The Gateway Office Part, IT/ITES SEZ, Block -A1, 6th Floor,

No. 16, GST Road, Perungulathui
Chennai,.Tamil Nadu, PIN 600063

a

o

a

a

a

':iffij1iii:i'

are fif*bnough to work in

consecutive months pay

to inform that you have

will be established on
at our Perungalathur

f,,-loor, Perungalathul

PAN Card,

night

slips

Gandidate Acceptance

Tel No. : +91.44.4288.784

Cl N:U72200TN2000PTC045578
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Campus Name : Date : 2t "tre b-Lulq

Dear L iro F4oN &Eo PGr f
Congratul

Welcome to the $utherland Family.....

With reference to the lnterview you had with us, we *re pleased to inform that you have
been short listed as a 'Con$ultant". Your employment with us will be estabiished on
clearing further rounds of interview which would be conducted at our Marine Drive facility
(1St Floor, Alliance Residency, Shanmugham Rd, Marine Drive, Ernakulam, Kerala- 682
031). The offer lelter can be collected from ihe $ame vsnue.

We at Sutherland are privileged to have you with us and we look forward to launching
your successful career with us.

You may have to furnish the following documents on clearing further rounds of interview
for completing the joining formalities

o 10 Passport size photographs
r 10th & 12th and UGIPG education certificates
r Address & lD Proof( Ration card, Sriving license/Passport, PAN Card,

Voter lD Etc)
r 2 reference letters
o Medical Fitness Certificate- saying you are fit enough to work in night

shifts
. Offer letter I Relieving letter / Last 3 consecutive rnonths pay slips

(Applicable only for experienced candidates)

Note: Please produce this letter at the reception. 1{

Yours sincerely,

$ignatory Candidate Accept*nce

?-rqs s.h"ul ,l.1,.,',.,se{fl ^nJ'Tecn","[6X u

Sutherland

e{
Authorized
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SUTHERLAND

PROVISIONAL OFFER LETTER

Campus Name : SCMS School of Engineering and Technology

51612019

Dear SHANJITH APREM SHAJI - ME (NON VOICE)

Congratulations!!!

Welcome to the Sutherland Fami

With reference to the lnterview yoti

your successful

You may have to
for completing the joinin$

. 10P

. 1oth j

a

Voter lD

2

Medical
shifts

. Offer letter /
(Applicable only for experienced candidates)

Note: Please produce this letter at the reception.

Yours sincerely,

Sutherland

o"{,,ffil,sn",ory

Sutherland Global Services Pvt. Ltd.

fhe Gateway Office Part, IT/ITES SEZ, Block -A1, 6th Floor, , .!
No. 16, GST Road, Perungulathur,

Chennal, Tamil Nadu, PIN 600063

Date :

to inform that you have

will be established on

at our Perungalathur

PAN Card,

Gandidate Acceptance

been short listed as
clearing further
facility (No.16, GST
Chennai- 600 063). The

We at Sutherland$aEssr

a

a

._:.,+.

[y are fit"'dnough to work in

''3 consecutive months pay

night

slips

Tel No. : +91.44.4288.7884

Cl N:U72200TN2000PTC045578
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Offer: Computer Consultancy
Ref: TCSUDT2O1 846841 S0ffrivandrum
Date: 2110212019

Mr. George M Thottan

4811834, Thottan House(Jks S28)Puthenpura 1,

Thanikkal, Elamakkara,

Ernakulam-682A26,

Kerala.

Tel# 91-9496576721

Dear George M Thottan,

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 Systems Engineer in Grade C1. You will be assigned a role in
the TCS Digital (TCS Digita!) Unit, which is subject to change as per the business requirements
of TCSL.

Your gross salary including all benefits will be {7,00,0241- per annum, as per the terms and
conditions set out herein. Annexure 1 provides break-up of the compensation package.

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. lf not
accepted within 48 hours, it will be construed that you are not interested in this emptoyment and
this offer will be automatically withdrawn.

After you accept this offer you will be given a joining letter indicating the details of your joining
.date and initial place of posting. You will also be issued a letter of appointment at the time of your
joining after completing joining formalities as per company policy.Your offer is subject to a
positive background check-
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CoMPENSATION AND BENEFITS

Basic Salary

You will be eligible for a basic salary of t13'000/'per month'

BOUQUET OF BENEFITS (BoB)

Bouquet ot aenetiis;ti;r'fi-,'ne frexibirity to design this part of your compensation within the

defined framework, twice in a financiar yeai. Ail the components wiil be disbursed on a monthly

basis.

The components under Bouquet of Benefits are risted berow. The amounts given here for each of

the components berow are as per pre-defined structure. However you may want to re-distribute

theBoBamountbetweenthecomponentsasperyourtaxpran,onceyoujoinTcsL.Todesign
your Bouquet of Benefits, you may access the link to BoB in the ''Employee Self Service'' link on

,,Ultimatix,,, the internal portal of TCSL. Taxation will be governed by the lncome Tax rules' TCSL

will be deducting tax at source as per income tax guidelines'

House Rent Allowance (HRA)

your HRA will be {6,500/- per month. while restructuring your BoB amount to

various components, it is mandatory that at reast 5% of monthry basic pay be allocated

towards HRA.

Lgavg Travgl Allowancg , ! ,- :- --..:.,^r^ar {a ana rnnnth'e
you wiil be erigibre for annuar Leave Traver Ailowance which is equivarent to one month's

basic sarary or a pro-rata amount in case you join during the financiar year' This will be

disbursed on a monthly basis atong with the monthly salaiy. To avail income tax benefits'

you need to appry for a minimum of three oays oi reave and submit supporting travel

documents.

'"ti:11,f[::ilii" ror a monthry personar arowance or otr2't,17st-per month rfis

component is subject to review Lno may change as per TCSL's compensation policy'

t""*:il.fr 
be erisibre ror a Food card. rt can be used to.prl.l3r-"i:"-o]l?i::::'l:T:?1.

vtsA enabled restaurants and fast food restaurants including TCS cafeterias'As per the

Pre-DefinedstructureyouwiltbeeligibleforaFoodCardwithanamountoft500/.
beingcreditedtothiscardpermonth.However-yol,",yy-Tl,l:.::-0.'tributetheBoB
amount between the components as pei your tax plan, once you join TCSL'
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PERFORMANCE PAY

Monthly Performance PaY

you will receive a monthly performance pay of (4,000/-. The same will be reviewed on

completion of your first Anniversary with the company and will undergo a change basis your own

ongoing individual performance.

Quarterly Variable Al lowance
your variable allowance will be t3,000/- per month, and will be paid at the closure of each

quarter based on the performance of the company and your unit and to the extent of your

allocation to the business unit.

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a

change based on the actual performance of the Company, your business unit and your own

ongoing individual performance. The payment is subject to your being active on the company

rolls on the date of announcement of Quarterly Variable Allowance.

This pay shall be treated as productivity bonus in lieu of statutory profit bonus.

CITY ALLOWANCE

ilwinneerigibleforaCityAllowanceoft400/.permonth.Thisallowanceisfully
taxable, is specific to lndia and linked to your base branch. lt is subject to review and will be

discontinued while on international assignments.

RETENTION INCENTIVE , L--:^ Ti .

@ntionlncentiveof<70,o00payabletoyouonanannualbasis'This
component is in appreciation of continuity of service in TCSL and will be paid on completion of

each year from the introduction of this incentive for a period of 3 years. The Company reserves

the right to modify the same in line with the TCS Compensation Policy'

OTHER BENEFITS

Health lnsurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the

company's Health lnsurance Scheme(HtS).

HIS offers the following benefits:

'i.. Basic Cover
i. Entiflement - lncludes domiciliary expenses up to {6,000/- per insured person per

annum and basic hospitalization expenses up to {2,00,000/- per insured person per
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ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL,
provided these members are explicitly enrolled by you under the scheme. Additionally, if
you wish to cover dependent parents/parents-in-law or remaining children, the applicable
premium per insured person is to be borne by you.

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

i. Entitlement - You and your enrolled dependants will be entitled for t12, 00,000/- as a
family floater coverage towards hospitalisation expenses, over and above the individual
basic coverage.

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

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

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

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

Professional Mem bersh ips
You will be eligible for reimbursement of expense-s towards professional membership as per
TCSL's policy.

RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident
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Fund and Miscellaneous Provisions Act'

salary every month as per the provisions

GratuitY
You will be entitled to gratuity as per the provisions of the Gratuity Act' 1972'

TERMS AND J_qNDITIONS

1. Relevant ExPerience

No exPerience is considered to be relevant to TCSL's business

As per the recommendation of our management review panel' out of your total

experience, 0.0 years are being consider"o to be relevant to the business of our

organization'

At the time of lnduction, your experience from date of management review by TCSL

(whileinservicewithcurrentemproyer)tillthedateofrelievingfromyourcurrent
employment will be added to your totlt ano relevant experience subject to signing of

declaration to that effect tottoweJ oy validation of relevance of your experience during

Background Check Process'

2, Aggregate Percentage Requirements

Your appointment witt-oe subject to your scoring minimum aggregate (aggregate of alt

subjects in ail semesters) mirt<s of 60% or above in the first attempt in each of your

standardXth,standardXllth,Diploma(ifapplicable)andGraduation.examinationwhich
includessuccessfulcompletionofyour.finalsemester/yearwithoutanypending
arrears/backrogs. As per tne rcs' etigioirity criteria, marks/cGpA obtained during the

normar duration of the course onrv *iir be tonsidered to decide on the eligibility' lt is

mandatory to pass in all the sunlecis mentioned in the mark sheet in class Xth and class

Xrth by securing minimum prrring marks in the first attempt itserf as specified by the

resPective board of examinations'

Ascommunicatedtoyouthroughvariousforumsduringtherecruitmentprocess,your
appointment is subject to completion of your course withii the stipulated time as specified

by your universitylinstitute and as per TCSL selection guidelines.

ltismandatorytodeclarethegaps/arrears/backlogs,ifany,during.youracademicsand
work experience. The management reserve.s-the rignt to withdraw/revoke the

offer/appointment at any time lt its sore discretion in cise any discrepancy or false

informationisfoundinthedetailssubrnittedbyyou.

3. Disclaimet 
u
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candidates who have appried to. TcsL and who have not been successfur in clearing the

TcsL serection ,r".";Lr" not."rig]o," i" ie-appryro'icsi *ithin six. months from the

date on which,,IJ;;;d n.o 
"t'i,-Jed 

such sereJtion Test and/or.lnterview' ln case

you are found a" rr*" ,L-app*ed'i" ilsr *itnin six months of previous unsuccessful

attempt, the management ,,.r.ru", the right to ,"uo*"l*ii'n01"*'the offer/appointment'

*ii-n",1,'p,ejudice to its other rights'

4. probation Period anrhc your confi lmunicated to you

I";HlH:,"JSl"::::1":ll:'i;fi?:'[1J::L$'J'[il;i:x]'ff 
i'lil;,t anv notice or

payment in rieu tnereof in ,"r" roli-Ol,toi*un'L' 
;";;;;i"nOlot conduct during the

probation perrod is found unsatisfactory'

5. Working Hours h' anntieAble law. 
' ed to work in shifts

your working hiur. are soverned bv lppli.?!F]3l;"o' 
mav be requrr

and/or over time depending ,pon ir," business exigencies as permitted by law'

6. Mobility . -i^h{ +^ +ransfer vou at any of its offices, work 1!131:r^":::i:1T':?;
TcsLreservestherighttotransferyouat.anvoji]soffices,worksites,orassociatedot
aff*iated companies in rndia 

", 
ori.ii"lnoiu, on 

"","rr1""0 "o"oitions 
as applicable tc

Vou at the time of transfer'

7 
ff ffi ,l"rXH:,:T',1H:i J': il: l],i ".Tffi!11:=, 

A:- : *i::l 
to c h a n g e a s p e r r c S L' s

compensat'";;;iitfrom 
timJto ii*" at its sole discretion'

8. lncrements and Promotions

your perfor.rn." and contribution to TCSL will be an important consideration for salary

increments ano promotion, s"iriv in"r"m"nt, ,.oir"*[,,ons wi' be based on TcSL's

Compensation anO Promotion policy'

eilfi 
:i:xlil;:T"?[:!ilfi f f]["":lp::eilff ,T:ffJ[i-:'J#:,"#l'JI['iJE"

confirmed eirproyee of TCSL, yil';;" ;;i1i'i1*"i'o undertare anv other employment'

business, urrl*L any pubric oi-piirate office, nonorrry or remunerative' without the prior

written Permission 
of TCSL'

I 0. GonfidentialitY Agreement 
-

As part ot vo,r aiceptance of this appointment as an employee with TCS you are

required .ri...r,nra* strict "#tii".rririty 
ot tn-e inierrectuat proferty rights prot-e-cted

informatioi anJ otner uurin".'r'i.i"i*"t,"ir of rcs 
"nd 

its crientr *ni"'n may ue revealed

to you by TCS or which ,r"ii;'il;';;;'" ot voui ensasement with Tcs come vour

6
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possession or knowledge unless specifically authorized to do so in writing by TCS. This
Confidentiality Clause shall survive the termination or earlier determination of this

. Appointment. The detailed Confidentiality related terms and conditions are set out in
Annexure 3.

1 1. Overseas lnternational Assignment Agreement
!f you are on international assignment, you will be covered by the TCS lndia
Policy-lnternational Assignments (from lndia to other Countries) frorn the date of
placement for an international assignment. Accordingly, you will be required to sign the
Overseas lnternational Assignment Agreement/s and any other applicable related
documents pertaining to the international assignment for which you are being placed ln
case of every international assignment that exceeds 30 days, you will be required to
serve TCSL as per the Notice Period clause mentioned below.

This is to ensure that the knowledge and information gained by you during your
assignment is shared and available to TCSL and its associates. This transfer of
knowledge and information is essential for TCSL to continue to serve its clients and
customers better. lf you are deputed internationally for training, you will be required to
sign an agreement to serve TCSL for a minimum period of 6 months on completion of
training.

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

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

14. Notice Period
!n an event if the traineeship is discontinued/terminated no notice or payment in lieu

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL,
either you or TCSL can terminate the appointment by giving 90 calendar days'written
notice or three months' basic salary in lieu of the notice. lf your services, behavior and/ or
performance are not found satisfactory, TCSL may terminate your services by giving

notice as mentioned herein above.

lf you are covered under lnternational Assignment Agreement, either you or TCSL can

terminate the traineeshiB/appointment by giving 90 calendar days written notice as set out

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the
business and current assignment, to ask you to complete your notice period.

TGS Confidential
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15. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof

of age submitted by you at the time of joining.

16. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by

TCSL) which needs to be verified by a registered medical practitioner having a minimum
qualification of MBBS to the lnduction Coordinator.

17. Employment of Non lndian Citizens
ln case, you are not a citizen of lndia, this offer is subject to your obtaining a work permit

and / or any other permissions and / or documentation as prescribed by the Government
of lndia.

18. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's

background check policy. A specially appointed agency will conduct internal and external

background checks. Normally, such checks are completed within one month of joining.lf

the background check reveals unfavourable results, you will be liable to disciplinary action

i nclud i ng term ination of trai neesh ip/service without notice.

19. Submission of Documents
At the time of your joining, photocopy of the following documents should be submitted. Please

carry the original copies for verification.

- Permanent Account Number (PAN) Card

You are required to submit a copy of your PAN card along with other joining

forms,immediately on joining. As per lndian lncome Tax rules, the PAN number is a

mandatory requirement for processing salary.

- Standard X and Xll mark sheets equivalent

- Degree certificate and mark sheets for all semesters

- Postgraduate degree certificate and mark sheets for all semesters (if you are a

Postgraduate)

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of lndia

- Passport

- 6 photographs

- Medical Certificate

-An affidaviVnotarised undertaking stating:
*There is no criminal offence registered/pending against you
*There is no disciplinary case pending against you in the university
*lf you were employed, a formal release letter from your previous employer

TCS Confidential
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The original documents will be returned to you after veriflcation.

.20. Initial Training Programme (lLp)
On joining TCSL, you will be given the benefit of formal and on the job training (lnitial
Learning Programme) at our offices, as identified, for such period as TCSL mayiecide.
The said training forms a critical part of your employment with TCSL and is an ongoing
process. TCSL cor;tinues to make investment on training and continuing education of iti
professionals. This will be of immense value to you as a professional ,nO , large part of
the ownership and commitment has to come from you.

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

lf you remain unauthorizedly absent for a consecutive period of 10 days during the
training programme, you shall be deemed to have abandoned your traineeship andlour
name will automatically stand discontinued from the list of !LP trainees without any further
intimation/separate communication to you.

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

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

23. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to
fulfill one or more of the terms and conditions and/or failure to clear one or more tests
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion.
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Withdrawal of Offer
lf you fail to accept the offer from TCSL within 7 days, it will be construed that you are not

interested in this employment and this offer will be automatically withdrawn.

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to

having you in our global team

Yours Sincerely,

For TATA Consultancy Services

W
Limited

K Ganesan

Global Head Talent Acquisition & AIP

Encl: Annexure 1:

Annexure 2:

Annexure 3:
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GROSS SALARY SHEET Annexure I

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

defined Structure as given in Table 2 will be applicable.
*** For HIS - Note that Rs. 7900 if the employee is Single. lf the employee is married or married with Children

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

I

i

I
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Name George M Thottan

Designation Systems Engineer

lnstitute Name Others

Table 1: Compensqtion Details (All Components in INR)

1) Fixed Gompensation

Basic Salary 13,000 1,56,000

Bouquet Of Benefits # 29,258 3,51,100

2) Performance Pav

Monthly Performance Pay 4,000 48,000

Quarterly Variable Allowance* 3,000 36,000

3) Annual Components/Retirals

Health lnsurance*"* NA 7,900

Provident Fund 1,560 18,720

Gratuity 625 7,504

Total of Annual Components & Retirals 2,185 34,124

Retention lncentive NA 70,000

a) City Allowance

ffi,Lix*"
400 4,800

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

21,175
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Annexure 3

Gonfidentiality and lP Terms and Gonditions

1. Confidential Information
"Confidential lnformation" shall mean all lnventions and Know-how, information and
material of TCS (including for avoidance of doubt any Confidential lnformation of its
Clients) that comed into the possession or know of the Retainer/Consultant and shall
include the following:

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

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

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

(d) Customer and prospective customer lists, and

(e) All other information and material, which may be created, developed, conceived,
gathered or collected or obtained by the Retainer/Consultant in the course of or arising
out of the association with TCS or while in or in connection with or for the purposes of
his/her association with TCS or any of the operations and entrusted by TCS to the
Retainer/Consultant.
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2. Retai ner/Co nsu lta nt's Obl i gations
Retainer/Consultant agrees to treat the Confidential lnformation as strictly confidential
and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be
used, or disclose or divulge or part with either directly or indirectly the Confidential
lnformation for the benefit of or to any third parties except for or on behalf of or as
directed or authorizgd by TCS or to a person having a valid contract with or need under
TCS, any Confidential lnformation. Upon termination of Retainer/Consultant-ship, the
Retainer/Consultant agrees to surrender to TCS all Confldential lnformation that he or she
may then possess or have under his or her control.

lntellectual Property Rights
The Retainer/Consultant agrees and confirms that all intellectual property rights in the
Confidential Information shall at all times vest in and remain with or belong to TCS and
Retainer/Consultant shall have no right title or claim of any nature whatsoever in the
Confidential lnformation. The Retainer/Consultant shall promptly disclose to an authorized
officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions,
or reports and enhancements made, created, developed, conceived or devised by him or
her arising out of his or her engagement with TCS, including in the course of provision of
services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms
that all such intellectual property rights shall at all times vest in and remain vested in TCS
and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have
in such intellectual property rights including any interest in and to any domestic or foreign
patent rights, trademarks, trade names copyrights and trade secret rights therein and any
renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to
time, during or after the termination of his or her Retainer/Consultant-ship, such further
instruments, including without limitations, applications for letters of patent, trademarks,
trade names and copyrights or assignments thereof, as may be deemed necessary or
desirable by TCS to perfect the title of TCS in the intellectual property rights and to
effectuate the provisions hereof. All expenses of filling or prosecuting any application for
patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the
Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications.
The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights",
which the Retainer/Consultant might otherwise have in such intellectual property rights.

3.
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or' 
she had no knowledge of the confidentiat lnformation of TCS and that such confidential
lnformation is of a confidential and secret character and is vital to the continued successof TCS's business' The Retainer/Consultant further acknowledges that he or she isassociated with TQS in a capacity in which he or she will become icquainted with all orpart of such Confidential lnformation. ln order to safeguard the legitimate interests of TCSin such confidential lnformation, it is necessary foi TCS to piotect such confidentiai
lnformafion by hording it secret and confidentiir.

5. Use of third party material
The Retainer/Consultant expressly agrees that it shall not in the course of his or herassociation with TCS and while working on the premises or facilities of TCS or its Clients
or in connection with the development of any iniellectual property rights or work for or onbehalf of TCS, use any third party materiaior intellectual property rights except thoseintellectual property rights provided by TCS or expressly authorised by TCS or withouthaving proper authorisation or license or approval of the respective owner of suchintellectual property rights.

6. Security policies and Guidelines
The Retainer/Consultant agrees to abide by and be bound by any and a1 policies,
documents, guidelines and processes including lP, security and ionfioentiality of TCS in
force from time to time whether expressly endorsed or not.

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

8. No License
TCS and the Retainer/Consultant agree that no license under any patent or copyright now
existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the
terms of this Agreement, or by the disclosure to Retainer/consultant of the confidential
lnformation.
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9. Equitable Rights

. The Retainer/Consultant acknowledges that any Confidentiat lnformation that comes into
the possession and / or knowledge of the Retainer/Consultant is of a unique, highly
confidential and proprietary nature. lt is further acknowledged by the Retainer/Consultant
that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant
of the Confidential lnformation without the prior'written consent of TCS or any breach of
this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate
and irreparable damage and that upon any such breach or any threat thereof, TCS shall
without prejudice to any other remedies available to it, be entitled to appropriate equitable
relief including the relief of specific performance and injunctive reiief, in addition to
whatever remedies it might have at law.

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

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

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

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

except in writing signed by authorized

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall
continue during the term of or in the course of the Retainer/Consultant-ship of the
Retainer/Consultant with TCS and shall continue thereafter in perpetuity.

11. Non-Compete
The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to
provide service to, or solicit business from various ctients of the TCS (each such client
herein after referred to as Customer). The Retainer/Consultant agrees that for a period of
6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship
with the TCS for any reason, will not accept any offer of employment / Retainer /
Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a
professional capacity with Client projects during the course of his / her Retainer /
Consultant-ship with TCS.
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Offer: Computer Consultancy

Ref: TCSL/DT20184293891/Trivandrum

Date: 21/02/2019

Mr. Jebbin  Joseph

Muringatheri HouseAngel Nagar,

Pottore, Kuttur,

Thrissur-680013,

Kerala.

Tel# 91-8592087284

Dear Jebbin  Joseph,

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 Systems Engineer in Grade C1. You will be assigned a role in 

the TCS Digital (TCS Digital) Unit, which is subject to change as per the business requirements 

of TCSL. 

Your gross salary including all benefits will be `7,00,024/- per annum, as per the terms and 

conditions set out herein. Annexure 1 provides break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be given a joining letter indicating the details of your joining 

date and initial place of posting. 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. 

1TCS Confidential
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COMPENSATION AND BENEFITS

Basic Salary

You will be eligible for a basic salary of `13,000/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

House Rent Allowance (HRA)

Your HRA will be `6,500/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

Personal Allowance

You will be eligible for a monthly personal allowance of of `21,175/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 

2TCS Confidential
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `4,000/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `3,000/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

CITY ALLOWANCE

You will be eligible for a City Allowance of `400/- per month. This allowance is fully 

taxable, is specific to India and linked to your base branch. It is subject to review and will be 

discontinued while on international assignments. 

RETENTION INCENTIVE

You are eligible for Retention Incentive of `70,000 payable to you on an annual basis. This 

component is in appreciation of continuity of service in TCSL and will be paid on completion of 

each year from the introduction of this incentive for a period of 3 years. The Company reserves 

the right to modify the same in line with the TCS Compensation Policy. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

3TCS Confidential
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annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Loans

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

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

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

salary every month as per the provisions of the said Act. 

Gratuity

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

TERMS AND CONDITIONS

1. Relevant Experience

No experience is considered to be relevant to TCSL's business 

As per the recommendation of our management review panel, out of your total 

experience, 0.0 years are being considered to be relevant to the business of our 

organization. 

At the time of Induction, your experience from date of management review by TCSL 

(while in service with current employer) till the date of relieving from your current 

employment will be added to your total and relevant experience subject to signing of 

declaration to that effect followed by validation of relevance of your experience during 

Background Check process. 

2. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

3. Disclaimer
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Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

4. Probation Period

You will be on probation for three months. Your confirmation will be communicated to you 

in writing. TCSL reserves the right to terminate your employment without any notice or 

payment in lieu thereof in case your performance, behaviour and/or conduct during the 

probation period is found unsatisfactory. 

5. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

6. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

7. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

8. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

9. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

10. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 
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possession or knowledge unless specifically authorized to do so in writing by TCS. This 

Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 

notice as mentioned herein above. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 
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15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. Please 

carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 

   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer
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The original documents will be returned to you after verification.

20. Initial Training Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL.We look forward to 

having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=48444i44q8q608qT8Z886U66ZTFZxUx48Z884644TT6T4U448388iZ8iZ3FZ3bxUx8x4LLL84i4,


GROSS SALARY SHEET Annexure 1

Name Jebbin  Joseph

Designation Systems Engineer

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        13,000      1,56,000

Bouquet Of Benefits #        29,258      3,51,100

2) Performance Pay

Monthly Performance Pay         4,000        48,000

Quarterly Variable Allowance*         3,000        36,000

3) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,560        18,720

Gratuity           625         7,504

Total of Annual Components & Retirals         2,185        34,124

Retention Incentive NA        70,000

4) City Allowance           400         4,800

TOTAL GROSS        51,843      7,00,024

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

defined Structure as given in Table 2 will be applicable.

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

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

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

Component Category Monthly Annual

House Rent Allowance         6,500        78,000

Leave Travel Assistance         1,083        13,000

Food Card           500         6,000

Personal Allowance        21,175      2,54,100

GROSS BOUQUET OF BENEFITS        29,258      3,51,100
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184404940/Trivandrum

Date: 09/10/2018

Ms. Aarathy  Menon

509Guruvilasam Road,

Kerala,

Ernakulam-683513,

Kerala.

Tel# 91-9847522290

Dear Aarathy  Menon,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be 

assigned a role in the Infrastructure Services (IS) Unit, which is subject to change as per the 

business requirements of TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=bULixZx4b6LibpLixpx4F0FFUF4U3ixU9UpZxqx4L4L89LpZxqx40UqTq9q6qTq6Z3FZpipFTF6


GROSS SALARY SHEET Annexure 1

Name Aarathy  Menon

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184489908/Trivandrum

Date: 09/10/2018

Ms. Ananya

Principal'S Quarters, Kendriya Vidyalaya No.1Old Nh47,

Katari Bagh, Willingdon Island,

Kochi-682004,

Kerala.

Tel# 91-9961139399

Dear Ananya,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=0xqTUq4U8F88TU6T0xqT4644Ui4U6q6698pZxxx493pZFpFFT46TUF4UUZ4Up8pFUT4UZiFZ9pp


GROSS SALARY SHEET Annexure 1

Name Ananya  

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 

14TCS Confidential

TCSL/DT20184489908



2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184294812/Trivandrum

Date: 09/10/2018

Mr. Anirudh  Sp

SankethThrichambaram,

Taliparamba,

Kannur-670141,

Kerala.

Tel# -

Dear Anirudh  Sp,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 

11TCS Confidential

TCSL/DT20184294812

For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Tb6T04qT4L4403qTTL6T30xU666606qT6466Tx6Txpx4pLpFUi4UTx6TUF4UbqLip3pFbULiUF4


GROSS SALARY SHEET Annexure 1

Name Anirudh  Sp

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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. Date:01 June 2019

MS..ANJITHA BAIJU

Mazhuvanchery House Punnayam,

Asamannoor P.O, Ernakulamr

Kerala-683549.

Tel# 919072498853 '

Sub: Joining Letter

Dear Ms. Anjitha Baiju,

We would like to take this opportunity to extend a very warm welcome to TATA Consultancy Services

Limited (TCSL) family.

We are pleased to inform you that your joining date at TCSL witl be 17th June 2019 and your training

location is Trivandrum . We are pleased to inform you that your.work location is Kochi and

your stream is lT IS . This has been provided considering your preference and business requirel

Kindly report at the address shared below by 08:30 AM on the date mentioned above.

Tata Consultancy Services Ltd.

Peepul Park,Teehnopark Campus,

Kariyavattom P.O.,

Trivandrum, Kerala-695581 .

(Route map of the TCS Xperience Program Center can be viewed on TCS NextStep>> lLP

Corner>>lLP Centres)

Contact Person: Mr. PaulJoseph Fernandez

Phone: 914716629400

Email ld: paul.f@tcs.com

(Contact Hours: Monday - Friday, 9 AM to 6 PM)

Congratulations on completing the first phase of your learning through TCS Xplore Program. We

appreciate your passion towards learning which has helped you to perform well. You are now set to

' ekperience learning through our coveted TCS Xperience Program.
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. TCS Xperience Program

Leaining is a way of life at TCSL. The TCS Xperience Program will open a world of opportunities and

help you to scale greater heights in your professional life.

The program is carefully designed to develop software engineering skills, nurture professionalism and

inculcate a process mindsdt. This program provides the perfect platform to polish the skills you have

gained through the TCS Xplore program, making you 'project ready'.

The'duration of your TCS Xperience Program is based on your performance in TCS Xplore program

and business requirements.

The program has regular assessments based on pre-defined learning objectives. You are expected to

meet the required standards during the TCS Xperience Program. ln case, the performance does not

meet the expectations, the management reserves the right to either extend your program or take

appropriate action.

Accommodation will be arranged by TCSL at the training location of TCS Xperience Program and any

expenses towards the same would be deducted from your HRA. Details of the accommodation will be

sent to you in a separate mail before your program start date. Travel expenses to the location of witl

not be reimbursed

As communicated through various forums during the recruitment process, your appointment is subject

to completion of your final academic (UG/PG) course within the stipulated time as specified by your

University/lnstitute and as per TCSL selection guidelines. You also have to fulfill all the TCS eligibility

criteria as stated in the Offer letter.

Kindly confirm your acceptance of this program by clicking on the '! Accepf button in Nextstep portal.

We encourage yoLt to join us on the specified date to enjoy the benefit of timely processing and avail

better opportunities.
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. We look forward to you joining us on an enriching career with TCSL. Together, let us take this

organization to greater heights!

Gear up to experience the future!!

Warm regards,

Click here or use a QR code soanner from your

mobile lo validate the ioining letter
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Damodar Padhi
Vice President & Global Head.- Talent Developm



Offer: Computer Consultancy

Ref: TCSL/DT20184485490/Trivandrum

Date: 09/10/2018

Ms. Athira S Menon

Athira(H)St Peters Lane,Mc Road,

Perumbavoor,

Ernakulam-683542,

Kerala.

Tel# -

Dear Athira S Menon,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=8688qbq60xqT4L4439xU33xUbFLip6pFiU8ip0pFqFq68488TT6TU94UTT6T3xxUb6Liq0q6bTL


GROSS SALARY SHEET Annexure 1

Name Athira S Menon

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184453947/Trivandrum

Date: 09/10/2018

Ms. Chithramol S S

Poojanivas ManakkattuVidakuzha,

Nad,

Ernakulam-683106,

Kerala.

Tel# -

Dear Chithramol S S,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

3TCS Confidential

TCSL/DT20184453947



provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=U04UTL6T39xU9qpZip8i0bqTFbFFix8i3ZxU6U660FqTxLx40FqTUi4Ui68i8F88q4q6iF8ipFp


GROSS SALARY SHEET Annexure 1

Name Chithramol S S

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consu ltancy
Ref: TCSUDT2O1 846841 50ff rivandrum
Date: 0911012018

Mr. George M Thottan

4811834, Thottan House(Jks S28)puthenpura 1,

Thanikkal, Elamakkara,

Emakulam-682026.

Kerala.

Tel# 91-9496576721

Dear George M Thottan,

Sub: Letter of Offer

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

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

Your gross salary including all benefits will be {3,36,8751- per annum, as per the terms and
conditions set out herein. Annexure-1 provides the break-up of the compensation package.

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. lf not
accepted within 48 hours, it will be construed that you are not interested in this employment and
this offer will be automatically withdrawn.

After you accept this offer you will be issued a joining letter indicating the details of your joining
date and initial place of posting. You will also be issued a letter of appointment at the time of your
joining after completing joining formalities as per company poticy.Your offer is subject to a
positive background check.
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COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of t10,200/- per month.

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits off6rs you the flexibility to design this part of your compensation within the
defined framework, twice in a financial year. All the components will be disbursed on a monthly
basis.

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

1. House Rent Allowance (HRA)

Your HRA will be t4,080/- per month. While restructuring your BoB amount to
various components, it is mandatory that at least 5% of monthly basic pay be allocated
towards HRA.

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

3.

4.

Personal Allowance
You will be eligible for a monthly personal allowance of of 77,5701- per month. This
component is subject to review and may change as per TCSL's compensation policy.

Food Gard
You will be eligible for a Food Card. lt can be used to purchase food items at all domestic
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the
Pre-Defined structure you will be eligible for a Food Card with an amount of t500/-
being credited to this card per month. However you may want to re-distribute the BoB
amount between the components as per your tax plan, once you join TCSL.
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Offer: Computer Consultancy

Ref: TCSL/DT20184293891/Trivandrum

Date: 09/10/2018

Mr. Jebbin  Joseph

Muringatheri HouseAngel Nagar,

Pottore, Kuttur,

Thrissur-680013,

Kerala.

Tel# 91-8592087284

Dear Jebbin  Joseph,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=48444i44q8q608qT8Z886U66ZTFZxUx48Z884644TT6T4U448388iZ8iZ3FZ3bxUx8x4LLL84i4


GROSS SALARY SHEET Annexure 1

Name Jebbin  Joseph

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184458305/Trivandrum

Date: 09/10/2018

Ms. Mikhiya  James

Vazhakkala HouseMeloor,

Meloor,

Chalakudy-680311,

Kerala.

Tel# -7510804504

Dear Mikhiya  James,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be 

assigned a role in the Infrastructure Services (IS) Unit, which is subject to change as per the 

business requirements of TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

3TCS Confidential

TCSL/DT20184458305



provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Z4FZ8b88F0FFUb4Up3pFTi6TpqpF90pZ6b66Ub4U96pZqqq6ZFFZip8iiq8i3pxUp8pF4944FqF


GROSS SALARY SHEET Annexure 1

Name Mikhiya  James

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184560213/Trivandrum

Date: 09/10/2018

Mr. Muneer  M S

101St. Joseph Road,

Hidhayath Nagar,

Ernakulam-682022,

Kerala.

Tel# -

Dear Muneer  M S,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=p3pFZ0FZUx4UU44Uib8iq0q6TT6TLTL8T86TTT6Tip8iL0L8bbLi3bxUZ3FZqLq698pZ3ZxUq3q


GROSS SALARY SHEET Annexure 1

Name Muneer  M S

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184466149/Trivandrum

Date: 09/10/2018

Ms. Heleena  Joy

Areeckal House,Angamaly South P O,Nedupadam Lane,ErnakulamNedupadam Lane,

Nedupadam Lane,

Angamaly South-683573,

Kerala.

Tel# -

Dear Heleena  Joy,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 

7TCS Confidential

TCSL/DT20184466149



notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Ui4U93pZ8888U94Uqpq6L9L8p8pF848896pZ0bqTx9x49FpZxxx4xxx4qpq6T66TLZL8UZ4UqTq


GROSS SALARY SHEET Annexure 1

Name Heleena  Joy

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20195316135/Trivandrum

Date: 18/10/2019

Mr. Jose Paul

Aswra-37, Chazhoor HouseK.K.Padmanabhan Road,

Ayyappankavu,

Ernakulam-682018,

Kerala.

Tel# 91-8075823273

Dear Jose Paul,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 

date and initial place of posting. The Joining letter will be issued to you only upon successful 

completion of your academic course, you meeting the TCS eligibility criteria & you completing the 

mandatory pre-joining learning curriculum named TCS Xplore/ TCS Xperience (detailed under 

Terms & Conditions). You will also be issued a letter of appointment at the time of your joining 

after completing joining formalities as per company policy. Your offer is subject to a positive 

background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

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

Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 
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HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expenses towards professional membership as per 

TCSL's policy. 
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RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

Gratuity

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of 

your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 

(Graduation/ Post Graduation as applicable) which includes successful completion of your 

final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 

criteria, marks/CGPA obtained during the normal duration of the course only will be 

considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Pre requisites for Joining

To enable your readiness to work on assignments upon joining, we have put together a 

comprehensive learning program named TCS Xplore which is made available to you 

digitally. This foundation program will include Online learning content, Webinars, practice 

sessions & proctored assessments. Further to accepting this Offer letter, you are 

recommended to enroll for the TCS Xplore Program and start your learning journey with 

TCSL. TCSL will make Xplore program available for you upon your offer acceptance. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 
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months (including the TCS Xperience Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 

unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 

programme, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any 

further intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 
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business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 

Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

7TCS Confidential

TCSL/DT20195316135



13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

During your tenure with TCSL, either you or TCSL may terminate your traineeship / 

employment under this Agreement by providing 90 days written notice. The company 

reserves the right, to ask you to complete the notice period or adjust the earned vacation 

in lieu of entire or partial notice period. If your services, behaviour and/ or performance 

are not found satisfactory, TCSL may terminate your services by giving notice as 

mentioned herein above. No notice or payment in lieu thereof shall be applicable if your 

services are discontinued/terminated on account of any misconduct either during your 

traineeship period or upon completion of the traineeship period. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 
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19. Submission of Documents

Please note that you should initiate and complete the upload of mandatory documents on 

the nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents) 

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

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 

  card along with other joining forms, immediately on joining. As per Indian Income Tax 

  rules, the PAN number is a mandatory requirement for processing salary

- Aadhaar Card

- Standard X and XII/Diploma mark sheets & Certificate

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 

  Graduation

- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 

  Postgraduate)

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 

  Srilankan Refugee, a Refugee Identity card along with Work Permit is required

- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple

names, signature affidavits,
  address affidavits etc.)

- Passport / Acknowledgement letter of passport application

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months

- 4 passport sized photographs

- Medical Certificate (Should be made on the format provided by TCS along with the 

  Joining letter)

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format

provided by TCSL) stating :
 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

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

employer 

The original documents will be returned to you after verification. 

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

documents 

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

 *Passport

 *NSR E-Card

20. TCS Xperience Program

On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 

at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training.The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 

23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

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

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCS Xplore Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=46443qxUx0x4ii8i08qTTU6TL9L890pZx3x4p9pFZpFZU34U0FqTF4FFTp6TUp4UiT8iq0q6xFx


GROSS SALARY SHEET Annexure 1

Name Jose Paul 

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

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

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

Confidentiality and IP Terms and Conditions - Annexure 3: 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Associate and shall include the 

following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

materials related thereto, produced or created at any time by TCS or the Associate in the 

course of or in connection with or arising out of the Associate's association with TCS. 

Program/Software shall mean source code and/or machine instructions wherever resident 

and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Associate in the course of or arising out of the 

association with TCS or while in or in connection with or for the purposes of his/her 

association with TCS or any of the operations and entrusted by TCS to the Associate. 

14TCS Confidential

TCSL/DT20195316135



2. Associate's Obligations

Associate agrees to treat the Confidential Information as strictly confidential and a trade 

secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 

part with either directly or indirectly the Confidential Information for the benefit of or to any 

third parties except for or on behalf of or as directed or authorized by TCS or to a person 

having a valid contract with or need under TCS, any Confidential Information. Upon 

termination of employment, the Associate agrees to surrender to TCS all Confidential 

Information that he or she may then possess or have under his or her control. 

3. Intellectual Property Rights

Associate agrees and confirms that all intellectual property rights in the Confidential 

Information shall at all times vest in and remain with or belong to TCS and Associate shall 

have no right title or claim of any nature whatsoever in the Confidential Information. 

Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 

innovations, discoveries, improvements, suggestions, or reports and enhancements 

made, created, developed, conceived or devised by him or her arising out of his or her 

engagement with TCS, including in the course of provision of services to the Clients of 

TCS and Associate hereby agrees and confirms that all such intellectual property rights 

shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 

TCS any interests Associate may have in such intellectual property rights including any 

interest in and to any domestic or foreign patent rights, trademarks, trade names 

copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 

Associate shall execute from time to time, during or after the termination of his or her 

employment, such further instruments, including without limitations, applications for letters 

of patent, trademarks, trade names and copyrights or assignments thereof, as may be 

deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 

property rights and to effectuate the provisions hereof. All expenses of fill ing or 

prosecuting any application for patents, trademarks, trade names, or copyrights shall be 

borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 

such applications. Associate hereby expressly waives any "artist's rights" or "moral 

rights", which Associate might otherwise have in such intellectual property rights. 
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4. Prior knowledge

Associate acknowledges that prior to his or her appointment by TCS, he or she had no 

knowledge of the Confidential Information of TCS and that such Confidential Information 

is of a confidential and secret character and is vital to the continued success of TCS's 

business. Associate further acknowledges that he or she is associated with TCS in a 

capacity in which he or she will become acquainted with all or part of such Confidential 

Information. In order to safeguard the legitimate interests of TCS in such Confidential 

Information, it is necessary for TCS to protect such Confidential Information by holding it 

secret and confidential. 

5. Use of third party material

Associate expressly agrees that it shall not in the course of his or her association with 

TCS and while working on the premises or facilities of TCS or its Clients or in connection 

with the development of any intellectual property rights or work for or on behalf of TCS, 

use any third party material or intellectual property rights except those intellectual 

property rights provided by TCS or expressly authorised by TCS or without having proper 

authorisation or license or approval of the respective owner of such intellectual property 

rights. 

6. Security policies and Guidelines.

Associate agrees to abide by and be bound by any and all policies, documents, 

guidelines and processes including IP, Security and Confidentiality of TCS in force from 

time to time whether expressly endorsed or not. 

7. Restriction on Associate's Rights

Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 

sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 

of the Confidential Information including intellectual properties of TCS that is or may be 

revealed to him or her by TCS or which may in the course of his or her employment with 

TCS come into his or her possession or knowledge unless specifically authorized to do so 

in writing by TCS. 

8. No License

TCS and Associate agree that no license under any patent or copyright now existing or 

hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 

this Agreement, or by the disclosure to Associate of the Confidential Information. 
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9. Equitable Rights

Associate acknowledges that any Confidential Information that comes into the possession 

and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 

It is further acknowledged by Associate that the disclosure, distribution, dissemination and 

/ or release by Associate of the Confidential Information without the prior written consent 

of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 

immediate and irreparable damage and that upon any such breach or any threat thereof, 

TCS shall without prejudice to any other remedies available to it, be entitled to 

appropriate equitable relief including the relief of specific performance and injunctive 

relief, in addition to whatever remedies it might have at law. 

10.  General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 

a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 

venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 

agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 

referenced in any such documents constitutes the entire understanding between the 

parties and supersedes all prior agreements and understandings pertaining to the subject 

matter thereof. No delay of omission of either Party in exercising or enforcing any of their 

rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 

the term of or in the course of the employment of the Associate with TCS and shall 

continue thereafter in perpetuity. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184461272/Trivandrum

Date: 26/07/2019

Mr. Antony  Antoo

7777,

Kerala,

Ernakulam-683572,

Kerala.

Tel# -

Dear Antony  Antoo,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `7,570/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 

8TCS Confidential

TCSL/DT20184461272



   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4b44xLx4ii8ibiLixFx4q3q6qqq66U664q443LxU3pxUiU8i9qpZTU6TpUpFU04Up3pF9ipZUZ4


GROSS SALARY SHEET Annexure 1

Name Antony  Antoo

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         7,570        90,840

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2

13TCS Confidential

TCSL/DT20184461272



Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Offer: Computer Consultancy

Ref: TCSL/DT20184572791/Trivandrum

Date: 09/10/2018

Mr. Krishnanunni  Menon

NeelanjanamKizhakkepram,

Near Govt U P Schhol,Kizhakkepram,

Cochin-683513,

Kerala.

Tel# 91-8891038460

Dear Krishnanunni  Menon,

Sub: Letter of Offer

Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). 

You have successfully completed our initial selection process and we are pleased to make you 

an offer. 

This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 

part of the application development and maintenance projects across any of the business units of 

TCSL. 

Your gross salary including all benefits will be `3,36,875/- per annum, as per the terms and 

conditions set out herein. Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 48 hours, it will be construed that you are not interested in this employment and 

this offer will be automatically withdrawn. 

After you accept this offer you will be issued a joining letter indicating the details of your joining 

date and initial place of posting. You will also be issued a letter of appointment at the time of your 

joining after completing joining formalities as per company policy.Your offer is subject to a 

positive background check. 
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COMPENSATION AND BENEFITS

BASIC SALARY

You will be eligible for a basic salary of `10,200/- per month. 

BOUQUET OF BENEFITS (BoB)

Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 

defined framework, twice in a financial year. All the components will be disbursed on a monthly 

basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 

the components below are as per pre-defined structure. However you may want to re-distribute 

the BoB amount between the components as per your tax plan, once you join TCSL. To design 

your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 

"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 

will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)

Your HRA will be `4,080/- per month. While restructuring your BoB amount to 

various components, it is mandatory that at least 5% of monthly basic pay be allocated 

towards HRA. 

2. Leave Travel Allowance

You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 

basic salary or a pro-rata amount in case you join during the financial year. This will be 

disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 

you need to apply for a minimum of three days of leave and submit supporting travel 

documents. 

3. Personal Allowance

You will be eligible for a monthly personal allowance of of `6,270/- per month. This 

component is subject to review and may change as per TCSL's compensation policy. 

4. Food Card

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay

You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 

completion of your first Anniversary with the company and will undergo a change basis your own 

ongoing individual performance. 

Quarterly Variable Allowance

Your variable allowance will be `600/- per month, and will be paid at the closure of each 

quarter based on the performance of the company and your unit and to the extent of your 

allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 

change based on the actual performance of the Company, your business unit and your own 

ongoing individual performance. The payment is subject to your being active on the company 

rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the Initial Learning Programme. 

CITY ALLOWANCE

You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 

linked to your base branch. In the event of a change in your base branch this amount may 

undergo a change. It will stand to be discontinued while on international assignments. This 

allowance is fully taxable and subject to review. 

OTHER BENEFITS

Health Insurance Scheme

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 

1. Basic Cover

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
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provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

2. Higher Hospitalisation

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 

enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

Maternity Leave

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 

commissioning mother,may avail maternity leave for twelve weeks. For more details on the 

benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)

You will become a member of the TWT, on completion of continuous association of one year 

from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 

from you for the same. The Trust provides financial assistance by way of grants/ loans in 

accordance with the rules framed by the Trust from time to time for medical and educational 

purposes and in case of death of members while in service. 

Loans

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

Professional Memberships

You will be eligible for reimbursement of expense-s towards professional membership as per 

TCSL's policy. 

RETIRALS

Provident Fund

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 

salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 60% or above in the first attempt in each of your 

Standard Xth, Standard XIIth, Diploma (if applicable) and Graduation examination which 

includes successful completion of your final semester/year without any pending 

arrears/backlogs. As per the TCSL eligibility criteria, marks/CGPA obtained during the 

normal duration of the course only will be considered to decide on the eligibility. It is 

mandatory to pass in all the subjects mentioned in the mark sheet in class Xth and class 

XIIth by securing minimum passing marks in the first attempt itself as specified by the 

respective board of examinations. 

As communicated to you through various forums during the recruitment process, your 

appointment is subject to completion of your course within the stipulated time as specified 

by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 

work experience. The management reserves the r ight to withdraw/revoke the 

offer/appointment at any time at its sole discretion in case any discrepancy or false 

information is found in the details submitted by you. 

2. Disclaimer

Candidates who have applied to TCSL and who have not been successful in clearing the 

TCSL selection process are not eligible to re-apply to TCSL within six months from the 

date on which the candidate had attended such selection Test and/or Interview. In case 

you are found to have re-applied to TCSL within six months of previous unsuccessful 

attempt, the management reserves the right to revoke/withdraw the offer/appointment, 

without prejudice to its other rights. 

3. Training Period

You will be required to undergo class room and on the job training in the first twelve 

months (including the Initial Learning Programme as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 
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unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 

the training policy. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

4. Working Hours

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

6. Compensation Structure / Salary components

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

7. Increments and Promotions

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

8. Alternative Occupation / Employment

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 

9. Confidentiality Agreement

As part of your acceptance of this appointment as an employee with TCS you are 

required to maintain strict confidentiality of the intellectual property rights protected 

information and other business information of TCS and its clients which may be revealed 

to you by TCS or which may in the course of your engagement with TCS come your 

possession or knowledge unless specifically authorized to do so in writing by TCS. This 
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Confidentiality Clause shall survive the termination or earlier determination of this 

Appointment. The detailed Confidentiality related terms and conditions are set out in 

Annexure 3. 

10. Service Agreement

As TCSL will be incurring considerable expenditure on your training, you will be required 

to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 

failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 

training expenditure. Service agreement duration of one year refers to continuous service 

of 12 months from date of joining TCSL and excludes the duration of Leave without pay 

(LWP) and/or unauthorized absence, if any. 

11. Overseas International Assignment Agreement

I f  you are on international assignment, you wil l  be covered by the TCS India 

Policy-International Assignments (from India to other Countries) from the date of 

placement for an international assignment. Accordingly, you will be required to sign the 

Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In 

case of every international assignment that exceeds 30 days, you will be required to 

serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 

assignment is shared and available to TCSL and its associates. This transfer of 

knowledge and information is essential for TCSL to continue to serve its clients and 

customers better. If you are deputed internationally for training, you will be required to 

sign an agreement to serve TCSL for a minimum period of 6 months on completion of 

training. 

12. Terms and Conditions

The above terms and conditions are specific to India and there can be changes to the 

said terms and conditions in case of deputation on international assignments. 

13. TATA Code of Conduct

You are required to sign the TATA Code of Conduct and follow the same in your 

day-to-day conduct as an associate of TCSL. 

14. Notice Period

In an event if the traineeship is discontinued/terminated no notice or payment in lieu 

thereof shall be payable by TCSL. Upon Confirmation, during your tenure with TCSL, 

either you or TCSL can terminate the appointment by giving 90 calendar days' written 

notice or three months' basic salary in lieu of the notice. If your services, behavior and/ or 

performance are not found satisfactory, TCSL may terminate your services by giving 
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notice as mentioned herein above. 

You will be liable to pay TCSL `50,000/- in case you fail to serve TCSL for a minimum 

period of 1 year after joining in accordance with the Service Agreement clause. 

If you are covered under International Assignment Agreement, either you or TCSL can 

terminate the traineeship/appointment by giving 90 calendar days written notice as set out 

in the Separation Policy of TCSL. TCSL reserves the right if it is in the interest of the 

business and current assignment, to ask you to complete your notice period. 

15. Retirement

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time of joining. 

16. Pre-employment Medical Certificate

You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

TCSL) which needs to be verified by a registered medical practitioner having a minimum 

qualification of MBBS to the Induction Coordinator. 

17. Employment of Non Indian Citizens

In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 

and / or any other permissions and / or documentation as prescribed by the Government 

of India. 

18. Background Check

Your association with TCSL will be subject to a background check in line with TCSL's 

background check policy. A specially appointed agency will conduct internal and external 

background checks. Normally, such checks are completed within one month of joining.If 

the background check reveals unfavourable results, you will be liable to disciplinary action 

including termination of traineeship/service without notice. 

19. Submission of Documents

At the time of your joining, photocopy of the following documents should be submitted. 

Please carry the original copies for verification. 

- Permanent Account Number (PAN) Card

  You are required to submit a copy of your PAN card along with other joining

  forms,immediately on joining. As per Indian Income Tax rules, the PAN number is a

  mandatory requirement for processing salary.

- Standard X and XII mark sheets equivalent

- Degree certificate and mark sheets for all semesters 

- Postgraduate degree certificate and mark sheets for all semesters (if you are a 
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   Postgraduate) 

- Birth Certificate / Proof of Age

- Work permit and/or any other documentation as prescribed by Government of India

- Passport

- 6 photographs

- Medical Certificate

-An affidavit/notarised undertaking stating:

 *There is no criminal offence registered/pending against you

 *There is no disciplinary case pending against you in the university

 *If you were employed, a formal release letter from your previous employer

The original documents will be returned to you after verification.

20. Initial Learning Programme (ILP)

On joining TCSL, you will be given the benefit of formal and on the job training (Initial 

Learning Programme) at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 

process. TCSL continues to make investment on training and continuing education of its 

professionals. This will be of immense value to you as a professional and a large part of 

the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 

process and a formal evaluation will be carried out during the training. The evaluation 

criteria which will be very transparent will be used as a basis for allocating people to 

projects/roles. We would request that the training be taken very seriously to enable you to 

add maximum value to your professional and personal growth. 

If you remain unauthorizedly absent for a consecutive period of 10 days during the 

training programme, you shall be deemed to have abandoned your traineeship and your 

name will automatically stand discontinued from the list of ILP trainees without any further 

intimation/separate communication to you. 

21. Letter of Appointment

You will be issued a letter of appointment at the time of your joining and after completing 

joining formalities as per TCSL policy. 

22. Rules and Regulations of the Company

Your appointment will be governed by the policies, rules, regulations, practices, 

processes and procedures of TCSL as applicable to you and the changes therein from 

time to time.The changes in the Policies will automatically be binding on you and no 

separate individual communication or notice will be served to this effect. However, the 

same shall be communicated on internal portal/Ultimatix. 
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23. Compliance to all clauses

You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 

fulfill one or more of the terms and conditions and/or failure to clear one or more tests 

successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 
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Withdrawal of Offer

If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 

interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 

letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

K Ganesan

Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary

         Annexure 2: List of TCSL Centres

         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=LqL8bxLi9UpZ8x88xFx406qTLqL8Ti6TZiFZUx4U98pZiF8i3ZxUUZ4UTT6TpqpFFiFF4x448q8


GROSS SALARY SHEET Annexure 1

Name Krishnanunni  Menon

Designation Assistant System Engineer-Trainee

Institute Name Others

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        10,200      1,22,400

Bouquet Of Benefits #        13,000      1,56,000

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,224        14,688

Gratuity           490         5,887

Total of Annual Components & Retirals         1,715        28,475

Retention Incentive NA             0

TOTAL GROSS        27,415      3,36,875

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the Initial Learning Programme.

**The Performance Pay is applicable upon successful completion of the Initial Learning Programme.

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

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

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

Component Category Monthly Annual

House Rent Allowance         4,080        48,960

Leave Travel Assistance           850        10,200

Food Card           500         6,000

Personal Allowance         6,270        75,240

GROSS BOUQUET OF BENEFITS        13,000      1,56,000
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1. Confidential Information

"Confidential Information" shall mean all Inventions and Know-how, information and 

material of TCS (including for avoidance of doubt any Confidential Information of its 

Clients) that comes into the possession or know of the Retainer/Consultant and shall 

include the following: 

(a) Any and all information processing programs, software, properties, items, information, 

data, material or any nature whatsoever or any parts thereof, additions thereto and 

mater ia ls  re la ted  there to ,  p roduced or  c rea ted a t  any  t ime by  TCS or  the  

Retainer/Consultant in the course of or in connection with or arising out of the 

Retainer/Consultant's association with TCS. Program/Software shall mean source code 

and/or machine instructions wherever resident and on whatever media and all related 

documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 

manufacture, operation, specifications, use and services of the TCS equipment and 

components, including, but not limited to, engineering and laboratory notebooks, reports, 

process data, test data, performance data, inventions, trade secrets, systems, software, 

object codes, source codes, copyrighted matters, methods, drawings, computations, 

calculations, computer programs, narrations, flow charts and all documentation therefore 

and all copies thereof (including for avoidance of doubt any such material belonging to the 

Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 

which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 

gathered or collected or obtained by the Retainer/Consultant in the course of or arising 

out of the association with TCS or while in or in connection with or for the purposes of 

his/her association with TCS or any of the operations and entrusted by TCS to the 

Retainer/Consultant. 
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2. Retainer/Consultant's Obligations

Retainer/Consultant agrees to treat the Confidential Information as strictly confidential 

and a trade secret of TCS. The Retainer/Consultant agrees not to use, or cause to be 

used, or disclose or divulge or part with either directly or indirectly the Confidential 

Information for the benefit of or to any third parties except for or on behalf of or as 

directed or authorized by TCS or to a person having a valid contract with or need under 

TCS, any Confidential Information. Upon termination of Retainer/Consultant-ship, the 

Retainer/Consultant agrees to surrender to TCS all Confidential Information that he or she 

may then possess or have under his or her control. 

3. Intellectual Property Rights

The Retainer/Consultant agrees and confirms that all intellectual property rights in the 

Confidential Information shall at all times vest in and remain with or belong to TCS and 

Retainer/Consultant shall have no right title or claim of any nature whatsoever in the 

Confidential Information. The Retainer/Consultant shall promptly disclose to an authorized 

officer of TCS all inventions, ideas, innovations, discoveries, improvements, suggestions, 

or reports and enhancements made, created, developed, conceived or devised by him or 

her arising out of his or her engagement with TCS, including in the course of provision of 

services to the Clients of TCS and the Retainer/Consultant hereby agrees and confirms 

that all such intellectual property rights shall at all times vest in and remain vested in TCS 

and agrees to transfer and assign to TCS any interests the Retainer/Consultant may have 

in such intellectual property rights including any interest in and to any domestic or foreign 

patent rights, trademarks, trade names copyrights and trade secret rights therein and any 

renewals thereof. On request of TCS, the Retainer/Consultant shall execute from time to 

time, during or after the termination of his or her Retainer/Consultant-ship, such further 

instruments, including without limitations, applications for letters of patent, trademarks, 

trade names and copyrights or assignments thereof, as may be deemed necessary or 

desirable by TCS to perfect the title of TCS in the intellectual property rights and to 

effectuate the provisions hereof. All expenses of filling or prosecuting any application for 

patents, trademarks, trade names, or copyrights shall be borne solely by TCS, but the 

Retainer/Consultant shall co-ordinate in filing and / or prosecuting any such applications. 

The Retainer/Consultant hereby expressly waives any "artist's rights" or "moral rights", 

which the Retainer/Consultant might otherwise have in such intellectual property rights. 
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4. Prior knowledge

The Retainer/Consultant acknowledges that prior to his or her appointment by TCS, he or 

she had no knowledge of the Confidential Information of TCS and that such Confidential 

Information is of a confidential and secret character and is vital to the continued success 

of TCS's business. The Retainer/Consultant further acknowledges that he or she is 

associated with TCS in a capacity in which he or she will become acquainted with all or 

part of such Confidential Information. In order to safeguard the legitimate interests of TCS 

in such Confidential Information, it is necessary for TCS to protect such Confidential 

Information by holding it secret and confidential. 

5. Use of third party material

The Retainer/Consultant expressly agrees that it shall not in the course of his or her 

association with TCS and while working on the premises or facilities of TCS or its Clients 

or in connection with the development of any intellectual property rights or work for or on 

behalf of TCS, use any third party material or intellectual property rights except those 

intellectual property rights provided by TCS or expressly authorised by TCS or without 

having proper authorisation or license or approval of the respective owner of such 

intellectual property rights. 

6. Security policies and Guidelines

The Retainer/Consultant agrees to abide by and be bound by any and all policies, 

documents, guidelines and processes including IP, Security and Confidentiality of TCS in 

force from time to time whether expressly endorsed or not. 

7. Restriction on Retainer/Consultant's Rights

The Retainer/Consultant agrees that he or she shall not make, have made, replicate, 

reproduce, use, sell, incorporate or otherwise exploit, for his or her own use or for any 

other purpose, any of the Confidential Information including intellectual properties of TCS 

that is or may be revealed to him or her by TCS or which may in the course of his or her 

engagement with TCS come into his or her possession or knowledge unless specifically 

authorized to do so in writing by TCS. 

8. No License

TCS and the Retainer/Consultant agree that no license under any patent or copyright now 

existing or hereafter obtained by TCS is granted, agreed to be granted, or implied by the 

terms of this Agreement, or by the disclosure to Retainer/Consultant of the Confidential 

Information. 
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9. Equitable Rights

The Retainer/Consultant acknowledges that any Confidential Information that comes into 

the possession and / or knowledge of the Retainer/Consultant is of a unique, highly 

confidential and proprietary nature. It is further acknowledged by the Retainer/Consultant 

that the disclosure, distribution, dissemination and / or release by the Retainer/Consultant 

of the Confidential Information without the prior written consent of TCS or any breach of 

this Agreement by the Retainer/Consultant will cause TCS to suffer severe, immediate 

and irreparable damage and that upon any such breach or any threat thereof, TCS shall 

without prejudice to any other remedies available to it, be entitled to appropriate equitable 

relief including the relief of specific performance and injunctive relief, in addition to 

whatever remedies it might have at law. 

10. General

(a) The provisions hereof shall be interpreted, determined and enforced in accordance 

with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 

herein contained or may claim or liability of any party including that of surety, the same 

shall be referred to a person to be nominated by TCS, whose decision shall be final and 

binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 

the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 

The Retainer/Consultant confirms that the fact that the arbitrator shall be a nominee of 

TCS shall not be a ground for objecting to such arbitration or challenging the decision of 

the arbitrator. The venue of arbitration shall be Mumbai. Subject to the above arbitration 

clause, the Parties agreed to the binding jurisdiction of the Courts at Mumbai under the 

laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 

law, it shall be deemed null and void without annulling or rendering invalid the remainder 

of the Agreement and if the invalid portion is such that the remainder cannot be sustained 

without it, the Parties herein shall find a suitable replacement to the invalid portion that 

shall be legally valid. 

(d)  This Conf ident ia l i ty  c lause along wi th other documents executed by the 

Retainer/Consultant or referenced in any such documents constitutes the entire 

understanding between the part ies and supersedes al l  pr ior agreements and 

understandings pertaining to the subject matter thereof. No delay of omission of either 

Party in exercising or enforcing any of their rights or remedies hereunder shall constitute 

a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 

representatives of both parties. 

(f) The obligations of the Retainer/Consultant in terms of this Confidentiality clause shall 

continue during the term of or in the course of the Retainer/Consultant-ship of the 

Retainer/Consultant with TCS and shall continue thereafter in perpetuity. 

11. Non-Compete

The Retainer/Consultant acknowledges that he/she is required on behalf of TCS to 

provide service to, or solicit business from various clients of the TCS (each such client 

herein after referred to as Customer). The Retainer/Consultant agrees that for a period of 

6 (Six) months following the expiry or early termination of his/her Retainer/Consultant-ship 

with the TCS for any reason, will not accept any offer of employment / Retainer / 

Consultant-ship from any Client or Competitor of TCS, where he/she had worked in a 

professional capacity with Client projects during the course of his / her Retainer / 

Consultant-ship with TCS. 
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Tech Mahindra Limited 
Infocity, Hitech City Layout,  

Madhapur, Hyderabad 500081, India. 
 

Tel:  +91 40 3063 6363 

Fax: +91 40 2311 7011 
 

Registered Office:  

Gateway Building, Apollo Bunder 

Mumbai 400 001, India. 

www.techmahindra.com 

CIN L64200MH1986PLC041370 

 
1701060/ ELTP-NIIT / 2019                                                May 24, 2019           

     
    
Subject: Letter of Intent 
 
Dear Jonath Iype Tharian,            
 
We are pleased to inform that you shall be considered for a position of Associate Software Engineer at 
Band U and Sub Band U1 in our Organization provided: 
 

 You being medically fit, having completed your academic course with a minimum grade of First Class 
or equivalent grade as specified at the time of your selection, meeting the set eligibility criteria, 
 

 Complete a specifically designed certification course at NIIT at your own cost, which shall not be 
reimbursed by Tech Mahindra, and  
 

 You have successfully passed an ‘Assessment’ that would be conducted by Tech Mahindra after 
completion of the aforesaid NIIT’s specially designed certification course with min of 70% marks. You 
are entitled to a maximum of Two (02) chances for you to appear in this ‘Assessment’.  

 
On successful completion of the above, the Company may, at its sole discretion, offer you an employment 
opportunity with the following conditions: 
 

 You will be under probation for a period of 3 (three) months from the date of joining. 
 

 During probation period, you will be eligible for Annual Salary package of INR 300,000 (Indian 
Rupees Three Hundred Thousand Only). Please refer to Annexure - A for breakup of your 
intended Annual Salary package.  
 

 Post probation, you will be eligible for an Annual Salary package of INR 325,000 (Indian Rupees 
Three Hundred and Twenty-five Thousand Only). Please refer to Annexure - B for breakup of 
your intended Annual Salary package.  

 
 In addition, you will also be entitled for a one-time Relocation Allowance not exceeding INR 15,000, 

(Indian Rupees Fifteen Thousand Only) if eligible, as per Tech Mahindra policy.  
 

 At the time of joining, you are required to sign a service bond with Tech Mahindra. As per this bond, 
you will be required to serve Tech Mahindra for a period of at least 2 years from the date of your 
joining, failing which, you will need to pay a sum of Indian Rupees 100,000/- (Indian Rupees One 
Hundred Thousand Only) as liquidated damages to Tech Mahindra. You are required to mandatorily 
possess a valid Passport and Income Tax PAN Card at the time of joining the Company. 
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Tech Mahindra Limited 
Infocity, Hitech City Layout,  

Madhapur, Hyderabad 500081, India. 
 

Tel:  +91 40 3063 6363 

Fax: +91 40 2311 7011 
 

Registered Office:  

Gateway Building, Apollo Bunder 

Mumbai 400 001, India. 

www.techmahindra.com 

CIN L64200MH1986PLC041370 

 
We request you to confirm to us your acceptance of the terms and conditions specified herein by signing and 

returning a copy of this Letter to Campus Joining Team on Campusjoining@techmahindra.com 
  
This Letter of Intent shall cease to be valid on 13th September 2019 or issue of Offer of Appointment, 
whichever is earlier.   
 
 
We look forward to you having a rewarding career with us.  
 
 
 
Yours sincerely, 
For Tech Mahindra Limited, 
 

 
 
Head - Resource Management Group 
  

mailto:Campusjoining@techmahindra.com
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Annexure – A 
 
 
 

 
 
 
 

Total Cost to Company (TCC) (Per Annum)                          3,00,000  

Components of Total Cost to Company INR. (Per Annum) 

Basic (@30% of Total Fixed Pay) 78,373 

HRA (@50% of Basic Pay) 39,187 

Bonus/Statutory Bonus 24,000 

Employer's contribution to Provident Fund (@12% of Basic Pay) 9,405 

Flexible Components of TFP ^  110,279 

Total Fixed Pay (Per Annum) 261,244 

Total Variable Pay (TVP) (Per Annum) (*) 29,028 

Total …………………………...(A) 290,272 

Additional Benefits ……...….(B) 9,728 

Gratuity 3,770 

Insurance Premiums (towards GTLI, GMIP and GPAI) 5,958 

Total Cost to Company (Per Annum) ------(A) + (B) 300,000 

^ Under the 'Flexible Benefits Plan', you are eligible to choose a combination of the Components as mentioned 
below, subject to the individual maximum limits as mentioned against each of them, balance if any shall be paid as 
taxable amount under Additional Personal Pay. 

LTA 12,000 

Meal Card (Max INR. 2200 per month) 26,400 

Bonus / Statutory Bonus, if applicable, shall be paid in 12 equal monthly installments in advance along with your 
regular salary. 

(*) Maximum amount based on 100% performance; TVP shall be payable as per Variable Pay Program applicable 
for the Financial Year 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i)  Gratuity : As per Payment of Gratuity Act 

ii) Insurance 
a) Group Term Life Insurance (GTLI) Coverage: You would be eligible to be covered under the Group Term Life 
Insurance Cover, providing Life Insurance Coverage to the associates by paying a lump sum benefit of INR 20 
lakhs to the beneficiary on the unfortunate death of the associate 

b) Group Medical Coverage Plan (GMIP): You would also be enrolled under the existing Medical Insurance 
scheme of the company with a cover of INR 3 lakhs (floating cover) applicable to Self , Spouse, 2 children & 2 
parents. Cost of coverage of parents (if opted for) will be borne by you. If enrollment of parents is not opted for, the 
applicable cover (for self only OR self +spouse+up to 2 children) will be INR 2 lakhs. 

c) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company’s GPAI 
scheme with a cover of upto INR 5 lakhs payable in case of permanent disablement arising out of any unfortunate 
event of an accident. 
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Annexure – B 
 
 
 

 

Total Cost to Company (TCC) (Per Annum)                          3,25,000  

Components of Total Cost to Company INR. (Per Annum) 

Basic (@30% of Total Fixed Pay) 85,037 

HRA (@50% of Basic Pay) 42,519 

Bonus/Statutory Bonus 24,000 

Employer's contribution to Provident Fund (@12% of Basic Pay) 10,204 

Flexible Components of TFP ^  1,21,695 

Total Fixed Pay (Per Annum) 2,83,455 

Total Variable Pay (TVP) (Per Annum) (*) 31,496 

Total …………………………...(A) 3,14,951 

Additional Benefits ……...….(B) 10,049 

Gratuity 4,091 

Insurance Premiums (towards GTLI, GMIP and GPAI) 5,958 

Total Cost to Company (Per Annum) ------(A) + (B) 3,25,000 

^ Under the 'Flexible Benefits Plan', you are eligible to choose a combination of the Components as mentioned 
below, subject to the individual maximum limits as mentioned against each of them, balance if any shall be paid as 
taxable amount under Additional Personal Pay 

LTA 12,000 

Meal Card (Max INR. 2200 per month) 26,400 

Bonus / Statutory Bonus, if applicable, shall be paid in 12 equal monthly installments in advance along with your 
regular salary. 

(*) Maximum amount based on 100% performance; TVP shall be payable as per Variable Pay Program applicable 
for the Financial Year 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i)  Gratuity : As per Payment of Gratuity Act 

ii) Insurance 
a) Group Term Life Insurance (GTLI) Coverage: You would be eligible to be covered under the Group Term Life 
Insurance Cover, providing Life Insurance Coverage to the associates by paying a lump sum benefit of INR 20 
lakhs to the beneficiary on the unfortunate death of the associate 

b) Group Medical Coverage Plan (GMIP): You would also be enrolled under the existing Medical Insurance 
scheme of the company with a cover of INR 3 lakhs (floating cover) applicable to Self , Spouse, 2 children & 2 
parents. Cost of coverage of parents (if opted for) will be borne by you. If enrollment of parents is not opted for, the 
applicable cover (for self only OR self +spouse+up to 2 children) will be INR 2 lakhs. 

c) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company’s GPAI 
scheme with a cover of upto INR 5 lakhs payable in case of permanent disablement arising out of any unfortunate 
event of an accident. 
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1701069/ ELTP-NIIT / 2019                                                May 27, 2019           

     
    
Subject: Letter of Intent 
 
Dear Meenu Yohannan,            
 
We are pleased to inform that you shall be considered for a position of Associate Software Engineer at 
Band U and Sub Band U1 in our Organization provided: 
 

 You being medically fit, having completed your academic course with a minimum grade of First Class 
or equivalent grade as specified at the time of your selection, meeting the set eligibility criteria, 
 

 Complete a specifically designed certification course at NIIT at your own cost, which shall not be 
reimbursed by Tech Mahindra, and  
 

 You have successfully passed an ‘Assessment’ that would be conducted by Tech Mahindra after 
completion of the aforesaid NIIT’s specially designed certification course with min of 70% marks. You 
are entitled to a maximum of Two (02) chances for you to appear in this ‘Assessment’.  

 
On successful completion of the above, the Company may, at its sole discretion, offer you an employment 
opportunity with the following conditions: 
 

 You will be under probation for a period of 3 (three) months from the date of joining. 
 

 During probation period, you will be eligible for Annual Salary package of INR 300,000 (Indian 
Rupees Three Hundred Thousand Only). Please refer to Annexure - A for breakup of your 
intended Annual Salary package.  
 

 Post probation, you will be eligible for an Annual Salary package of INR 325,000 (Indian Rupees 
Three Hundred and Twenty-five Thousand Only). Please refer to Annexure - B for breakup of 
your intended Annual Salary package.  

 
 In addition, you will also be entitled for a one-time Relocation Allowance not exceeding INR 15,000, 

(Indian Rupees Fifteen Thousand Only) if eligible, as per Tech Mahindra policy.  
 

 At the time of joining, you are required to sign a service bond with Tech Mahindra. As per this bond, 
you will be required to serve Tech Mahindra for a period of at least 2 years from the date of your 
joining, failing which, you will need to pay a sum of Indian Rupees 100,000/- (Indian Rupees One 
Hundred Thousand Only) as liquidated damages to Tech Mahindra. You are required to mandatorily 
possess a valid Passport and Income Tax PAN Card at the time of joining the Company. 

 
 
  



 

 

 

  

 

 

 

Page 2 of 4 

 

Tech Mahindra Limited 
Infocity, Hitech City Layout,  

Madhapur, Hyderabad 500081, India. 
 

Tel:  +91 40 3063 6363 

Fax: +91 40 2311 7011 
 

Registered Office:  

Gateway Building, Apollo Bunder 

Mumbai 400 001, India. 

www.techmahindra.com 

CIN L64200MH1986PLC041370 

 
We request you to confirm to us your acceptance of the terms and conditions specified herein by signing and 

returning a copy of this Letter to Campus Joining Team on Campusjoining@techmahindra.com 
  
This Letter of Intent shall cease to be valid on 16th September 2019 or issue of Offer of Appointment, 
whichever is earlier.   
 
 
We look forward to you having a rewarding career with us.  
 
 
 
Yours sincerely, 
For Tech Mahindra Limited, 
 

 
 
Head - Resource Management Group 
  

mailto:Campusjoining@techmahindra.com
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Annexure – A 
 
 
 

 
 
 
 

Total Cost to Company (TCC) (Per Annum)                          3,00,000  

Components of Total Cost to Company INR. (Per Annum) 

Basic (@30% of Total Fixed Pay) 78,373 

HRA (@50% of Basic Pay) 39,187 

Bonus/Statutory Bonus 24,000 

Employer's contribution to Provident Fund (@12% of Basic Pay) 9,405 

Flexible Components of TFP ^  110,279 

Total Fixed Pay (Per Annum) 261,244 

Total Variable Pay (TVP) (Per Annum) (*) 29,028 

Total …………………………...(A) 290,272 

Additional Benefits ……...….(B) 9,728 

Gratuity 3,770 

Insurance Premiums (towards GTLI, GMIP and GPAI) 5,958 

Total Cost to Company (Per Annum) ------(A) + (B) 300,000 

^ Under the 'Flexible Benefits Plan', you are eligible to choose a combination of the Components as mentioned 
below, subject to the individual maximum limits as mentioned against each of them, balance if any shall be paid as 
taxable amount under Additional Personal Pay. 

LTA 12,000 

Meal Card (Max INR. 2200 per month) 26,400 

Bonus / Statutory Bonus, if applicable, shall be paid in 12 equal monthly installments in advance along with your 
regular salary. 

(*) Maximum amount based on 100% performance; TVP shall be payable as per Variable Pay Program applicable 
for the Financial Year 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i)  Gratuity : As per Payment of Gratuity Act 

ii) Insurance 
a) Group Term Life Insurance (GTLI) Coverage: You would be eligible to be covered under the Group Term Life 
Insurance Cover, providing Life Insurance Coverage to the associates by paying a lump sum benefit of INR 20 
lakhs to the beneficiary on the unfortunate death of the associate 

b) Group Medical Coverage Plan (GMIP): You would also be enrolled under the existing Medical Insurance 
scheme of the company with a cover of INR 3 lakhs (floating cover) applicable to Self , Spouse, 2 children & 2 
parents. Cost of coverage of parents (if opted for) will be borne by you. If enrollment of parents is not opted for, the 
applicable cover (for self only OR self +spouse+up to 2 children) will be INR 2 lakhs. 

c) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company’s GPAI 
scheme with a cover of upto INR 5 lakhs payable in case of permanent disablement arising out of any unfortunate 
event of an accident. 
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Annexure – B 
 
 
 

 

Total Cost to Company (TCC) (Per Annum)                          3,25,000  

Components of Total Cost to Company INR. (Per Annum) 

Basic (@30% of Total Fixed Pay) 85,037 

HRA (@50% of Basic Pay) 42,519 

Bonus/Statutory Bonus 24,000 

Employer's contribution to Provident Fund (@12% of Basic Pay) 10,204 

Flexible Components of TFP ^  1,21,695 

Total Fixed Pay (Per Annum) 2,83,455 

Total Variable Pay (TVP) (Per Annum) (*) 31,496 

Total …………………………...(A) 3,14,951 

Additional Benefits ……...….(B) 10,049 

Gratuity 4,091 

Insurance Premiums (towards GTLI, GMIP and GPAI) 5,958 

Total Cost to Company (Per Annum) ------(A) + (B) 3,25,000 

^ Under the 'Flexible Benefits Plan', you are eligible to choose a combination of the Components as mentioned 
below, subject to the individual maximum limits as mentioned against each of them, balance if any shall be paid as 
taxable amount under Additional Personal Pay 

LTA 12,000 

Meal Card (Max INR. 2200 per month) 26,400 

Bonus / Statutory Bonus, if applicable, shall be paid in 12 equal monthly installments in advance along with your 
regular salary. 

(*) Maximum amount based on 100% performance; TVP shall be payable as per Variable Pay Program applicable 
for the Financial Year 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i)  Gratuity : As per Payment of Gratuity Act 

ii) Insurance 
a) Group Term Life Insurance (GTLI) Coverage: You would be eligible to be covered under the Group Term Life 
Insurance Cover, providing Life Insurance Coverage to the associates by paying a lump sum benefit of INR 20 
lakhs to the beneficiary on the unfortunate death of the associate 

b) Group Medical Coverage Plan (GMIP): You would also be enrolled under the existing Medical Insurance 
scheme of the company with a cover of INR 3 lakhs (floating cover) applicable to Self , Spouse, 2 children & 2 
parents. Cost of coverage of parents (if opted for) will be borne by you. If enrollment of parents is not opted for, the 
applicable cover (for self only OR self +spouse+up to 2 children) will be INR 2 lakhs. 

c) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company’s GPAI 
scheme with a cover of upto INR 5 lakhs payable in case of permanent disablement arising out of any unfortunate 
event of an accident. 
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1701068/ ELTP-NIIT / 2019                                                May 27, 2019           

     
    
Subject: Letter of Intent 
 
Dear Sreyadas P,            
 
We are pleased to inform that you shall be considered for a position of Associate Software Engineer at 
Band U and Sub Band U1 in our Organization provided: 
 

 You being medically fit, having completed your academic course with a minimum grade of First Class 
or equivalent grade as specified at the time of your selection, meeting the set eligibility criteria, 
 

 Complete a specifically designed certification course at NIIT at your own cost, which shall not be 
reimbursed by Tech Mahindra, and  
 

 You have successfully passed an ‘Assessment’ that would be conducted by Tech Mahindra after 
completion of the aforesaid NIIT’s specially designed certification course with min of 70% marks. You 
are entitled to a maximum of Two (02) chances for you to appear in this ‘Assessment’.  

 
On successful completion of the above, the Company may, at its sole discretion, offer you an employment 
opportunity with the following conditions: 
 

 You will be under probation for a period of 3 (three) months from the date of joining. 
 

 During probation period, you will be eligible for Annual Salary package of INR 300,000 (Indian 
Rupees Three Hundred Thousand Only). Please refer to Annexure - A for breakup of your 
intended Annual Salary package.  
 

 Post probation, you will be eligible for an Annual Salary package of INR 325,000 (Indian Rupees 
Three Hundred and Twenty-five Thousand Only). Please refer to Annexure - B for breakup of 
your intended Annual Salary package.  

 
 In addition, you will also be entitled for a one-time Relocation Allowance not exceeding INR 15,000, 

(Indian Rupees Fifteen Thousand Only) if eligible, as per Tech Mahindra policy.  
 

 At the time of joining, you are required to sign a service bond with Tech Mahindra. As per this bond, 
you will be required to serve Tech Mahindra for a period of at least 2 years from the date of your 
joining, failing which, you will need to pay a sum of Indian Rupees 100,000/- (Indian Rupees One 
Hundred Thousand Only) as liquidated damages to Tech Mahindra. You are required to mandatorily 
possess a valid Passport and Income Tax PAN Card at the time of joining the Company. 
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We request you to confirm to us your acceptance of the terms and conditions specified herein by signing and 

returning a copy of this Letter to Campus Joining Team on Campusjoining@techmahindra.com 
  
This Letter of Intent shall cease to be valid on 16th September 2019 or issue of Offer of Appointment, 
whichever is earlier.   
 
 
We look forward to you having a rewarding career with us.  
 
 
 
Yours sincerely, 
For Tech Mahindra Limited, 
 

 
 
Head - Resource Management Group 
  

mailto:Campusjoining@techmahindra.com
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Annexure – A 
 
 
 

 
 
 
 

Total Cost to Company (TCC) (Per Annum)                          3,00,000  

Components of Total Cost to Company INR. (Per Annum) 

Basic (@30% of Total Fixed Pay) 78,373 

HRA (@50% of Basic Pay) 39,187 

Bonus/Statutory Bonus 24,000 

Employer's contribution to Provident Fund (@12% of Basic Pay) 9,405 

Flexible Components of TFP ^  110,279 

Total Fixed Pay (Per Annum) 261,244 

Total Variable Pay (TVP) (Per Annum) (*) 29,028 

Total …………………………...(A) 290,272 

Additional Benefits ……...….(B) 9,728 

Gratuity 3,770 

Insurance Premiums (towards GTLI, GMIP and GPAI) 5,958 

Total Cost to Company (Per Annum) ------(A) + (B) 300,000 

^ Under the 'Flexible Benefits Plan', you are eligible to choose a combination of the Components as mentioned 
below, subject to the individual maximum limits as mentioned against each of them, balance if any shall be paid as 
taxable amount under Additional Personal Pay. 

LTA 12,000 

Meal Card (Max INR. 2200 per month) 26,400 

Bonus / Statutory Bonus, if applicable, shall be paid in 12 equal monthly installments in advance along with your 
regular salary. 

(*) Maximum amount based on 100% performance; TVP shall be payable as per Variable Pay Program applicable 
for the Financial Year 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i)  Gratuity : As per Payment of Gratuity Act 

ii) Insurance 
a) Group Term Life Insurance (GTLI) Coverage: You would be eligible to be covered under the Group Term Life 
Insurance Cover, providing Life Insurance Coverage to the associates by paying a lump sum benefit of INR 20 
lakhs to the beneficiary on the unfortunate death of the associate 

b) Group Medical Coverage Plan (GMIP): You would also be enrolled under the existing Medical Insurance 
scheme of the company with a cover of INR 3 lakhs (floating cover) applicable to Self , Spouse, 2 children & 2 
parents. Cost of coverage of parents (if opted for) will be borne by you. If enrollment of parents is not opted for, the 
applicable cover (for self only OR self +spouse+up to 2 children) will be INR 2 lakhs. 

c) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company’s GPAI 
scheme with a cover of upto INR 5 lakhs payable in case of permanent disablement arising out of any unfortunate 
event of an accident. 
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Annexure – B 
 
 
 

 

Total Cost to Company (TCC) (Per Annum)                          3,25,000  

Components of Total Cost to Company INR. (Per Annum) 

Basic (@30% of Total Fixed Pay) 85,037 

HRA (@50% of Basic Pay) 42,519 

Bonus/Statutory Bonus 24,000 

Employer's contribution to Provident Fund (@12% of Basic Pay) 10,204 

Flexible Components of TFP ^  1,21,695 

Total Fixed Pay (Per Annum) 2,83,455 

Total Variable Pay (TVP) (Per Annum) (*) 31,496 

Total …………………………...(A) 3,14,951 

Additional Benefits ……...….(B) 10,049 

Gratuity 4,091 

Insurance Premiums (towards GTLI, GMIP and GPAI) 5,958 

Total Cost to Company (Per Annum) ------(A) + (B) 3,25,000 

^ Under the 'Flexible Benefits Plan', you are eligible to choose a combination of the Components as mentioned 
below, subject to the individual maximum limits as mentioned against each of them, balance if any shall be paid as 
taxable amount under Additional Personal Pay 

LTA 12,000 

Meal Card (Max INR. 2200 per month) 26,400 

Bonus / Statutory Bonus, if applicable, shall be paid in 12 equal monthly installments in advance along with your 
regular salary. 

(*) Maximum amount based on 100% performance; TVP shall be payable as per Variable Pay Program applicable 
for the Financial Year 

Additional Benefits : In addition to the above, you will also be eligible for the below-mentioned benefits -  

i)  Gratuity : As per Payment of Gratuity Act 

ii) Insurance 
a) Group Term Life Insurance (GTLI) Coverage: You would be eligible to be covered under the Group Term Life 
Insurance Cover, providing Life Insurance Coverage to the associates by paying a lump sum benefit of INR 20 
lakhs to the beneficiary on the unfortunate death of the associate 

b) Group Medical Coverage Plan (GMIP): You would also be enrolled under the existing Medical Insurance 
scheme of the company with a cover of INR 3 lakhs (floating cover) applicable to Self , Spouse, 2 children & 2 
parents. Cost of coverage of parents (if opted for) will be borne by you. If enrollment of parents is not opted for, the 
applicable cover (for self only OR self +spouse+up to 2 children) will be INR 2 lakhs. 

c) Group Personal Accident Insurance (GPAI) coverage: You would be enrolled under the Company’s GPAI 
scheme with a cover of upto INR 5 lakhs payable in case of permanent disablement arising out of any unfortunate 
event of an accident. 



 

                                                                                                                                             

October 14th, 2019 

To, 

Gnana Suriya S  

Grace Bhavan (H)  

New Bazzar,Near Lamp house 

M O Ward, Alappuzha 

 

                                                                  SUB: EMPLOYMENT OFFER LETTER 

Dear Gnana Suriya, 

Congratulations!! You have been selected as Site Engineer - Electrical for Telenova Networks Pvt Ltd. This is with 

reference to your application for employment dated 4th October, 2019, and subsequent interview. 

 

The details of the offer are outlined below: 

Job Title  : Site Engineer - Electrical 

Working Days  : 6 days a week 

Monthly Salary : 8500/- Rs per month 

 

*3month probationary period 

 

Office Location : Kakkanad 

Latest Date of commencement of work: 16th October, 2019  

Latest Date for acceptance of this offer: 14th October, 2019 

Notice Period : 60 days 

 

This offer letter is subject to your acceptance of the Telenova Networks Employment Agreement which will be 

made available to you prior to your joining date. 

 

Please sign and return a duplicate copy of this letter as a token of your acceptance.  

 

 

                                                                                                                  I accept this 

             HR 

Telenova networks                                                                                    Mr. Gnana Suriya S    

                                                                                                                      Signature :                                                                                            

                                                                                                                   Place        :    

                                                                                                                   Date         : 

                                                                

                    
                                                    KOCHI|TRIVANDRUM|CHENNAI  

Telenova Networks Pvt. Ld., A.T Corporate Park, Old Civil Line Road, Kakkanad  

Phone +91 484 4050332(O), +91 484 4117147(F) Email:sales@telenovanetworks.com  

Telenova Networks© All Rights Reserved.  

www.telenovanetworks.com 



ULTS/PF/APT/09-2019/148 Date: September 27, 2019

APPOINTMENT LETTER

Mr. Deepak K.,
Souparnika House, P.O.Vellila,
Mankada,Malappuram,
Kerala - 679324

Dear Mr. Deepak K.,

Congratulations!

We are delighted to appoint you on the role of ‘Associate Engineer’ at M/s UL Technology Solutions
Private limited (hereinafter ULTS/The Company), a subsidiary of ULCCS LTD. The position will be
based out of Kozhikode, Kerala.

At the ULTS, a plethora of opportunities are awaiting you to kickstart your career. We would like you to
go through the below sections to familiarise yourself with the terms of your appointment.

1. Date of Joining

You shall be required to join our organisation on October 14, 2019 by accepting this offer and your
appointment shall be effective from then onward.

This offer is valid for 3 days from the date of this letter. You are requested to send an email to
campusconnect@ults.in to confirm your joining. If we are not in receipt of your acceptance email on
time, or if you haven’t joined ULTS by the aforementioned date after accepting this offer, this offer will
be deemed to have been declined by you, unless otherwise communicated to you by ULTS in writing.

2. Compensation and Benefits

Your monthly and annual compensation is detailed in Annexure 1.

You are eligible for a one-time relocation allowance at the time of joining. Your relocation allowances
include one-week accommodation by the company. You can also claim reimbursement of three-tier
air-conditioned train/bus ticket for the shortest route to Kozhikode from your permanent residing location
by producing journey tickets.

3. Probation

Your employment is subject to satisfactory completion of one-year probationary period. The
confirmation of your employment will be based on assessment of your conduct, demeanor, abilities and
performance. In case you intend to leave our services during the probation period, you need to give one
month’s notice. Also, ULTS can end your services by giving one month’s notice or salary thereof.



4. Medical Insurance

You will be eligible to get ESI benefits. Details of the policy will be available to you on joining.

5. Travel & Transfer

You may be transferred anywhere in India or abroad, as per the business needs of the company. Also, you
may need to travel within India or abroad. Such transfer or travel may not warrant any revision in your
compensation. However, you will be eligible to claim travel allowances as per the company policies.
Travel expenses should be settled within the timeframe as stated in the travel policies.

6. Business Conduct & Ethics

While you are in the service, you will devote your whole time and attention towards promoting the interest
and brand equity of ULTS / parent organisation & its associates. You should not undertake employment,
whether full-time or part-time, as the Director / Partner / Member / Employee of any other organisation /
entity without the written consent of ULTS. The company reserves the right to grant consent. You should
uphold the ethics and values of our company in all your actions.

7. Confidentiality

The protection of information and proprietary materials is very important for ULTS.

You should not divulge to any person or utilise any of the ULTS’ / parent organisation and its associates’
confidential information, intellectual property or any other related information (which you may possess by
reason of your association with the ULTS) with any parties outside the ULTS either during or after your
employment. Any act in breach of this term would invite appropriate action by the ULTS.

8. IT Security Practice and Procedures

While you are in the service of the ULTS, you will adhere to the IT security practices and procedures as
prescribed by ULTS. Any instances of violation or any attempted violations on your part shall result in
disciplinary action.

9. Holidays and Leave

You will be eligible for holidays and leave as per the policies of the ULTS.

10. Notice Period & Separation

You will be required to give three months’ notice in case you decide to leave our services after your
probationary period. Also, the ULTS can end your services by giving three months’ notice or salary
thereof. On termination of the employment and/ or your resignation, you shall handover all the company
properties like tools, accessories, documents, specifications, books, etc. of whatsoever nature or media in
your custody, care or charge to the person nominated by ULTS.



11. Non- Competition

Following the termination of employment for any reason, you should not hire or attempt to hire any
current employees of the ULTS for a period of six months. Also, you should not solicit business from the
clients of ULTS or its allied institutions/ organisations with whom you have done business as ULTS
employee in one year immediately preceding your termination.

12. Required Documents

On the day of your joining, you are required to submit a signed copy of this letter along with the following
documents:

 Photo ID proof – PAN & Aadhaar Card
 Four passport size photograph
 HSC Certificate & Secondary Certificate
 Graduation Certificate/ PG
 Experience certificate
 Relieving certificate
 Valid Passport Copy(if not available apply for new)

In the event of a government body/authority exercising its jurisdiction and statutory power/authority seeks
information pertaining to any aspect of your employment, the ULTS shall provide such information to the
government body/authority without any notification to you.

This offer and your employment with the ULTS are subject to satisfactory completion of verification
and/or background or reference checks, which may occur at any time prior to or after your effective start
date.

Assuring you all support, we look forward to you embarking on an exciting career with us.

For any clarifications, reach out to campusconnect@ults.in or at 8113982225

Yours Sincerely,
For UL Technology Solutions Private Limited

Authorized Signatory

I have read, and understood all the terms and conditions as set forth herein and I agree to be bound by
them. I hereby accept my appointment with the ULTS.

Name……………………………………………………………………………………………………….

Signature…………………………………….. Date of Joining………………..…………………………..



Annexure 1

* Gratuity shall be paid out based on the provisions of The Payment of Gratuity Act of 1972.

Designation Associate Engineer
Career Level 5

Fixed Salary (A)
Per Month Per Annum

Basic Rs. 11,700/- Rs. 1,40,400/-
HRA Rs. 3,300/- Rs. 39,600/-
Total (A) Rs. 15,000/- Rs. 1,80,000/-

Company Contributions (B)
ESI Rs. 488/- Rs. 5856/-
EPF Rs. 1,404/- Rs. 16,848/-
Welfare Fund Rs. 20/- Rs. 240/-
Total (B) Rs. 1,912/- Rs. 22,944/-

Cost to Company (A+B) Rs. 16,912/- Rs. 2,02,944/-



ULTS/TX/LOI/06-2019/041 Date: 18th June 2019

Letter of Intent for Employment

To
Vidhya Prakash T
vidhyaprakash220@gmail.com
SCMS School of Engineering And Technology

Congratulations!!

We welcome you to UL Technology Solutions, Pvt. Ltd. We are confident that you will build a long and
mutually rewarding career with us. We believe it is individuals like you who can make the difference and
along with all of us build a world class company. ULTS is focused on delivering high value solutions to
its customers with cutting edge technologies including Blockchain, AI & IoT along with other areas like
IMS, GIS and Application Development.

At ULTS, we strive to be the partner of choice of all our clients to make them become exemplary
achievers in their respective industry. We are committed to providing an exciting work environment to
our employees where their skills are fostered, innovations thrive and potentials culminate.

We are glad to consider your candidature for an offer of Employment as a Graduate Engineer Trainee.

As a Graduate Engineer trainee, you will be on probation for a period of 1 year, during which your
compensation will be Rs.2.05 Lakhs per annum (CTC). Upon successful completion of probation period,
you will be promoted to Associate Engineer role with a salary of Rs.3.3 Lakhs per annum.

Your date of joining will be communicated to you in subsequent mails and joining location will be
Calicut (Kozhikode), Kerala. However, after completion of training, you might be posted to any of our
delivery centres in Calicut, Bangalore or Trivandrum, depending on the project to which you will be
assigned. You will be trained on technology areas based on the business needs.

ULTS provides long term career opportunities for every ULTS employee. We sincerely hope that you will
grow with us and build an outstanding institution.

Thanking you,

Achin Kumar Das
Chief Talent Officer



UST/850-GA-2020-0000051/2400681
12/01/2021

                                                                                                 
Lakshmi K B 
Trivandrum
 

Sub: Letter of Offer
Dear Lakshmi,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with US Technology
International Private Limited ('US Technology'). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as "Assoc. Software Developer", A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US Technology
and will be governed by various policies, rules and guidelines of US Technology. It will also be guided by
the core values and beliefs of US Technology. Please note that you will also be required to sign and
agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-Competition Agreement
when you join the employment of the Company.

The Overall compensation offered to you is Rs.350,000.00/- (Rupees Three Lakh Fifty Thousand) per
annum, Please find details of the compensation and benefits you are being offered in Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your Background
Verification conducted by US Technology or any other agency appointed by US Technology and
confirmation of your medical and physical fitness by a qualified Registered Medical Practitioner (RMP)
nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: -

i. Prior to joining our employment, you have terminated your employment with your current/previous
employer in accordance with the terms and conditions of the said employment.   

ii. On joining our employment, there are no continuing obligations or restrictions which apply to you vis-
à-vis any of your previous employments.

iii. You are not restricted, prohibited or constrained from accepting this offer of employment from US
Technology and that you have not, during the course of your previous employment/s entered into any
agreement/arrangement which in any way restricts prohibits or debars you from accepting the offer
made by US Technology.

iv. That no amounts will be due and payable by you to your previous employer/s.

v. On joining our employment that you do not have in your possession, nor have you failed to return, any
property including but not limited to any devices, records, data, notes, reports, proposals, lists,
correspondence, specifications, drawings, blueprints, sketches, materials, equipment, other
documents or property, or reproduction of any aforementioned items belonging to your previous
employer/s.

This offer will be valid till 19/01/2021. If this offer of employment is acceptable to you, please intimate your
acceptance of the same by signing the duplicate copy of this letter and returning it to us on or
before 19/01/2021. If you are accepting our offer letter, please send us your confirmation within 72 hours.
If no such intimation of acceptance is received on or before the said date, this offer shall stand
automatically withdrawn.



 
If you accept this offer of employment, you are required to join your employment on or before 19/01/2021.
If you are unable to report on the above date you are required to inform us in writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology's sole discretion.  
 
We hope you will find this offer acceptable. We are confident that you will contribute to the values of the
organization and wait to welcome you to the US Technology family.
 
Sincerely,
for US Technology International Private Limited      
                                                    

Accepted

 
Vinesh George  Lakshmi, K B
Group Manager HR
  

Encl :    Annexure 1
            Annexure 2



Annexure 1 (A)
 
Name:Lakshmi K B,
Designated as: "Assoc. Software Developer"  
 

Components Monthly Salary Annual

Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Variable Pay 0.00
Cost to the Company (CTC) 350,000.00

*** Eligibility for earning the Employer's contribution to Provident Fund is governed strictly as per
the rules under The Employees' Provident Fund & Miscellaneous Provisions Act, 1952.
   



Annexure 1 (B)

Allowances Optional 

Please note that you have an option to choose between
(1)  Food Allowance
(2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of these
four tax-saving allowances. If you do not opt for any of these, the respective amounts will be taxable and
be paid as part of "Other Allowances".

Food Allowance

Sodexo Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your salary
against food allowance is entirely non-taxable.
 
Leave travel assistance

LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at the
end of each calendar year against the appropriate enclosures/bills produced with the appropriate form
duly filled as per US Technology's policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
National Pension Scheme (Optional)

National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity

You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act, 1972.

Tax

Tax implications arising out of this structure would be borne by you.
 
Location

The initial place of work would be Thiruvananthapuram, Kerala. US Technology reserves the right to
change your place of work in its sole discretion.

Termination of Service 

1. During your employment with US Technology, a notice of two months is required to
terminate employment from either side. The Company may terminate your employment by payment
in lieu of the two months' notice, without assigning any reason whatsoever, at the sole discretion of
the Company.

2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post to your Department Manager and the notice period shall commence from the date of delivery in



the former case and the date of dispatch in the latter case. Service of notice of termination from
the Company will be deemed to be complete on the date of dispatch of such notice by registered
post to the address furnished by you and available as per our records or on hand delivery of the
notice to you, whichever is earlier. However, where the circumstances so warrant, the Company
reserves the right to terminate your employment with immediate effect.

Increments and Promotions

Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards

You will be required to understand and implement standard procedures evolved at US Technology
International Private Limited for SEI CMMI / PCMM. Your attitude toward adherence to standards and
procedure will be an important parameter for consideration while evaluating your performance.
 
Background Verification

You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical

Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours

The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday are
holidays.  The company reserves the right to alter or modify its working hours or holidays temporarily or
permanently.
 
Dress Code

All employees of the company can wear business casuals on all working days. Dress code classification
are as follows:
 
Men : Casual half sleeved shirts, plain polo shirts, Tees with round necks (turtle

necks included), collars dress shirts, sweaters and turtlenecks are
acceptable attire for work, Suit jackets or sports jackets, Slacks that are
similar to Dockers cotton or synthetic material pants, wool pants, flannel
pants and synthetic pants, Chinos, Corduroys, Cargos, presentable jeans
are acceptable.

Women  : Jeans, slacks that are similar to Dockers cotton or synthetic material pants,
Plain polo shirts, dress shirts, blouses, sweaters and suit jackets. Casual
dresses, kurta churidars/salwars, skirts and skirts that are split at or below
the knee are acceptable. Casual tops, Tees with round necks, collars (turtle
necks included), Culottes/Parallels (below knee), preferable jeans Leggings
can be worn only with long kurtas or tops.

 



Duties and Responsibilities

1. You will be required to serve in the assigned position or in such other capacities, consistent with
your status and position in the Company, as may be requested from time to time by the Company.

2. In the course of your employment, the Company will expect you to display a high standard
of initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities
perform the duties and services related to your assigned post as well as such additional or
different duties and services consistent with your position, as you may be reasonably be directed
to perform by the Company from time to time. For the performance of all such duties and services,
you shall use all the knowledge, skill and experience that you possess, to the entire satisfaction of
the Company.

3. You will carry out assignments/projects given to you from time to time with diligence and devotion
and maintain the Company's image as suppliers of quality software and services.

4. You shall devote your full time and attention during your employment with the Company exclusively
to the business and affairs of the Company and shall not, during your employment with the
Company, without the prior written consent of the Company, directly or indirectly, carry on or be
engaged, concerned or interested in any manner whatsoever in any other employment, business,
trade or occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise,
either during or after normal business hours.

Confidentiality 

1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation and Non-
Competition Agreement required to be signed by you during the term of your employment with the
Company and at all times thereafter.

2. Further, the Executive also agrees to comply with the terms of any policies of the Company relating
to the protection of confidential information from time to time.

3. You are also required to strictly maintain as confidential and not divulge or communicate in any
manner, any information regarding your remuneration / terms of employment to any other employee
of the Company except your immediate superior. Any such disclosure will be considered a serious
misconduct and breach of the terms of your employment.

Posting / Transfer of Service

While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred to
any department / division of the Company / its business associates' / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company. You may be required, from
time to time, to travel to locations outside your place of posting, within India and abroad, on short notice.

Travel

You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.

Expenses

Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the course
of your employment. The Company has policies and procedures in relation to the reimbursement of such
expenses that may be revised from time to time. The reimbursement of expenses shall be subject to the
same having been incurred and accounted for in accordance with the said policies and procedures in
effect. The Company reserves the right to correct an adverse expense balance by making the necessary



deductions from any amounts due to you from the Company.
 
Intellectual Property Rights

 1. Your duties in the course of your employment are expected to generate programs, softwares,
tools, workflows, in which copyright or other intellectual property may subsist. All
intellectual property rights, in India and abroad, for the full term of such rights, in any "work" (as
defined under the Copyright Act,1957 and as amended from time to time), invention, discovery,
ideas, techniques, machines, methods, processes, uses, products, devices, codes, configurations
of any kind and improvements made to any of the above, or in any other matter including but not
limited to computer software, conceived / created / made fully or in part (whether or not during
regular office / business hours and whether alone or in conjunction with others,) by you, during the
period of your employment with the Company, shall be disclosed in writing to the
Company immediately on such conception, creation or making and shall stand automatically vested
in and be the sole and exclusive property of the Company. By accepting this employment, you
have undertaken to execute and register any and all necessary documents, and do whatever else
may be necessary as may be determined by the Company in its discretion, at the cost of the
Company, even after your employment has ended, to further confirm the above ownership rights in
favour of the Company. You also explicitly waive all moral rights in your contribution to the business
of the Company.

2. You shall keep all such intellectual property of the Company confidential and shall use all Such
property strictly in accordance with the terms of your employment for the sole benefit of
the Company.

Non-Solicitation

1. During your employment with the Company and for the one (1) year period thereafter, you shall
not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
entity, knowingly solicit, aid or induce any employee of the Company to leave such employment in
order to accept employment with or render services to or with any other person, firm, corporation or
other entity unaffiliated with the Company or knowingly take any action to materially assist or aid any
other person, firm, corporation or other entity in identifying or hiring any such employee.

2. During your employment with the Company and for the one (1) year period thereafter, you
shall not, directly or indirectly, individually or on behalf of any other person, firm, corporation or
other entity knowingly solicit, aid, entice or induce any customer or potential customer of the
Company away from the Company or assist or aid any other persons or entity in identifying or
soliciting, enticing etc. any such customer.

3. The obligations contained in this clause shall survive the termination of your employment with the
Company and shall be fully enforceable thereafter.

 
Disciplinary Procedures and the Company Policies

In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion. Pending disciplinary
action, you may be suspended from service.

Training

You may also be selected or sponsored by the Company for receiving training with the Company's
associates or other institutions within India or abroad. You will diligently and beneficially, take part in



such trainings and assignments. 

Passport & Driving License

It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not have it,
you are required to apply for them immediately.
 
Other Rules and Regulations

During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company's discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action, including
dismissal from service, depending on the severity of the violation.
 
Address & Other Details

1. You shall advise the Company of the address to which communications to you should be sent by
post. All notices and other communication sent to you at such address shall be deemed to have
been properly sent by us and received by you.

2. You shall keep the Company informed of the changes, if any, in respect of your address and also of
any change in your civil or marital status and other such matters. Your address / status shall be
as last advised by you to the Company (in writing).

Consequences of Termination

On termination / cessation of your employment with the Company, for whatever reason, you will return to
the Company:

i. any item belonging to the Company such as laptop computer with all software and data therein, with
details of any passwords which you may have installed;

ii. every Company document (including electronic documents) of whatever description in
your possession or control, together with any copies, notes or summaries of such documents and
your own working papers, for all of which your undertake to make a diligent search;

iii. any other Company property in your possession or control;

iv. immediately repay all outstanding debts and loans due to the Company and the Company is hereby
authorized to deduct from any monies due to the Employee a sum in repayment of all or any part
of any such debts or loans; and

v. Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure and non-competition.

Warranty

You represent and warrant to the Company that the terms and conditions of your employment are legal,
valid and binding upon you and acceptance of the same by you and the performance of your obligations
pursuant to your employment by the Company does not and will not constitute a breach of, or conflict
with the terms or provisions of, any agreement or understanding to which you are a party (including,
without limitation, any other employment agreement/s).

Jurisdiction



Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the Company
or any of the terms and conditions of your employment with the Company.
 
Amendments

The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
* * * * *



Annexure2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 
1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet

[consolidated/semester-wise]
2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be 

treated as you do not have income from any other sources apart from your salary income from US 
Technology International Private Limited.)

  
**Please note that this offer letter covers all the commitments made on behalf of US Technology
International Private Limited towards your employment with the company. It is your responsibility to
ensure that any or all commitments made verbally during the selection process are documented prior to
joining US Technology. Please note that the company will not be responsible for any verbal commitment
made to the candidate except for those that are specifically documented in these pages.

* * * * *



UST/850-GA-2020-0000051/3406657
29/12/2020

                                                                                                 
SHIVANI G 
Trivandrum
 

Sub: Letter of Offer
Dear SHIVANI,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with US Technology
International Private Limited ('US Technology'). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as "Assoc. Software Developer", A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US Technology
and will be governed by various policies, rules and guidelines of US Technology. It will also be guided by
the core values and beliefs of US Technology. Please note that you will also be required to sign and
agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-Competition Agreement
when you join the employment of the Company.

The Overall compensation offered to you is Rs.350,000.00/- (Rupees Three Lakh Fifty Thousand) per
annum, Please find details of the compensation and benefits you are being offered in Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your Background
Verification conducted by US Technology or any other agency appointed by US Technology and
confirmation of your medical and physical fitness by a qualified Registered Medical Practitioner (RMP)
nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: -

i. Prior to joining our employment, you have terminated your employment with your current/previous
employer in accordance with the terms and conditions of the said employment.   

ii. On joining our employment, there are no continuing obligations or restrictions which apply to you vis-
à-vis any of your previous employments.

iii. You are not restricted, prohibited or constrained from accepting this offer of employment from US
Technology and that you have not, during the course of your previous employment/s entered into any
agreement/arrangement which in any way restricts prohibits or debars you from accepting the offer
made by US Technology.

iv. That no amounts will be due and payable by you to your previous employer/s.

v. On joining our employment that you do not have in your possession, nor have you failed to return, any
property including but not limited to any devices, records, data, notes, reports, proposals, lists,
correspondence, specifications, drawings, blueprints, sketches, materials, equipment, other
documents or property, or reproduction of any aforementioned items belonging to your previous
employer/s.

This offer will be valid till 19/01/2021. If this offer of employment is acceptable to you, please intimate your
acceptance of the same by signing the duplicate copy of this letter and returning it to us on or
before 19/01/2021. If you are accepting our offer letter, please send us your confirmation within 72 hours.
If no such intimation of acceptance is received on or before the said date, this offer shall stand
automatically withdrawn.



 
If you accept this offer of employment, you are required to join your employment on or before 19/01/2021.
If you are unable to report on the above date you are required to inform us in writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology's sole discretion.  
 
We hope you will find this offer acceptable. We are confident that you will contribute to the values of the
organization and wait to welcome you to the US Technology family.
 
Sincerely,
for US Technology International Private Limited      
                                                    

Accepted

 
Vinesh George  SHIVANI, G
Group Manager HR
  

Encl :    Annexure 1
            Annexure 2



Annexure 1 (A)
 
Name:SHIVANI G,
Designated as: "Assoc. Software Developer"  
 

Components Monthly Salary Annual

Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Variable Pay 0.00
Cost to the Company (CTC) 350,000.00

*** Eligibility for earning the Employer's contribution to Provident Fund is governed strictly as per
the rules under The Employees' Provident Fund & Miscellaneous Provisions Act, 1952.
   



Annexure 1 (B)

Allowances Optional 

Please note that you have an option to choose between
(1)  Food Allowance
(2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of these
four tax-saving allowances. If you do not opt for any of these, the respective amounts will be taxable and
be paid as part of "Other Allowances".

Food Allowance

Sodexo Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your salary
against food allowance is entirely non-taxable.
 
Leave travel assistance

LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at the
end of each calendar year against the appropriate enclosures/bills produced with the appropriate form
duly filled as per US Technology's policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
National Pension Scheme (Optional)

National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity

You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act, 1972.

Tax

Tax implications arising out of this structure would be borne by you.
 
Location

The initial place of work would be Thiruvananthapuram, Kerala. US Technology reserves the right to
change your place of work in its sole discretion.

Termination of Service 

1. During your employment with US Technology, a notice of two months is required to
terminate employment from either side. The Company may terminate your employment by payment
in lieu of the two months' notice, without assigning any reason whatsoever, at the sole discretion of
the Company.

2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post to your Department Manager and the notice period shall commence from the date of delivery in



the former case and the date of dispatch in the latter case. Service of notice of termination from
the Company will be deemed to be complete on the date of dispatch of such notice by registered
post to the address furnished by you and available as per our records or on hand delivery of the
notice to you, whichever is earlier. However, where the circumstances so warrant, the Company
reserves the right to terminate your employment with immediate effect.

Increments and Promotions

Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards

You will be required to understand and implement standard procedures evolved at US Technology
International Private Limited for SEI CMMI / PCMM. Your attitude toward adherence to standards and
procedure will be an important parameter for consideration while evaluating your performance.
 
Background Verification

You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical

Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours

The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday are
holidays.  The company reserves the right to alter or modify its working hours or holidays temporarily or
permanently.
 
Dress Code

All employees of the company can wear business casuals on all working days. Dress code classification
are as follows:
 
Men : Casual half sleeved shirts, plain polo shirts, Tees with round necks (turtle

necks included), collars dress shirts, sweaters and turtlenecks are
acceptable attire for work, Suit jackets or sports jackets, Slacks that are
similar to Dockers cotton or synthetic material pants, wool pants, flannel
pants and synthetic pants, Chinos, Corduroys, Cargos, presentable jeans
are acceptable.

Women  : Jeans, slacks that are similar to Dockers cotton or synthetic material pants,
Plain polo shirts, dress shirts, blouses, sweaters and suit jackets. Casual
dresses, kurta churidars/salwars, skirts and skirts that are split at or below
the knee are acceptable. Casual tops, Tees with round necks, collars (turtle
necks included), Culottes/Parallels (below knee), preferable jeans Leggings
can be worn only with long kurtas or tops.

 



Duties and Responsibilities

1. You will be required to serve in the assigned position or in such other capacities, consistent with
your status and position in the Company, as may be requested from time to time by the Company.

2. In the course of your employment, the Company will expect you to display a high standard
of initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities
perform the duties and services related to your assigned post as well as such additional or
different duties and services consistent with your position, as you may be reasonably be directed
to perform by the Company from time to time. For the performance of all such duties and services,
you shall use all the knowledge, skill and experience that you possess, to the entire satisfaction of
the Company.

3. You will carry out assignments/projects given to you from time to time with diligence and devotion
and maintain the Company's image as suppliers of quality software and services.

4. You shall devote your full time and attention during your employment with the Company exclusively
to the business and affairs of the Company and shall not, during your employment with the
Company, without the prior written consent of the Company, directly or indirectly, carry on or be
engaged, concerned or interested in any manner whatsoever in any other employment, business,
trade or occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise,
either during or after normal business hours.

Confidentiality 

1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation and Non-
Competition Agreement required to be signed by you during the term of your employment with the
Company and at all times thereafter.

2. Further, the Executive also agrees to comply with the terms of any policies of the Company relating
to the protection of confidential information from time to time.

3. You are also required to strictly maintain as confidential and not divulge or communicate in any
manner, any information regarding your remuneration / terms of employment to any other employee
of the Company except your immediate superior. Any such disclosure will be considered a serious
misconduct and breach of the terms of your employment.

Posting / Transfer of Service

While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred to
any department / division of the Company / its business associates' / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company. You may be required, from
time to time, to travel to locations outside your place of posting, within India and abroad, on short notice.

Travel

You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.

Expenses

Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the course
of your employment. The Company has policies and procedures in relation to the reimbursement of such
expenses that may be revised from time to time. The reimbursement of expenses shall be subject to the
same having been incurred and accounted for in accordance with the said policies and procedures in
effect. The Company reserves the right to correct an adverse expense balance by making the necessary



deductions from any amounts due to you from the Company.
 
Intellectual Property Rights

 1. Your duties in the course of your employment are expected to generate programs, softwares,
tools, workflows, in which copyright or other intellectual property may subsist. All
intellectual property rights, in India and abroad, for the full term of such rights, in any "work" (as
defined under the Copyright Act,1957 and as amended from time to time), invention, discovery,
ideas, techniques, machines, methods, processes, uses, products, devices, codes, configurations
of any kind and improvements made to any of the above, or in any other matter including but not
limited to computer software, conceived / created / made fully or in part (whether or not during
regular office / business hours and whether alone or in conjunction with others,) by you, during the
period of your employment with the Company, shall be disclosed in writing to the
Company immediately on such conception, creation or making and shall stand automatically vested
in and be the sole and exclusive property of the Company. By accepting this employment, you
have undertaken to execute and register any and all necessary documents, and do whatever else
may be necessary as may be determined by the Company in its discretion, at the cost of the
Company, even after your employment has ended, to further confirm the above ownership rights in
favour of the Company. You also explicitly waive all moral rights in your contribution to the business
of the Company.

2. You shall keep all such intellectual property of the Company confidential and shall use all Such
property strictly in accordance with the terms of your employment for the sole benefit of
the Company.

Non-Solicitation

1. During your employment with the Company and for the one (1) year period thereafter, you shall
not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
entity, knowingly solicit, aid or induce any employee of the Company to leave such employment in
order to accept employment with or render services to or with any other person, firm, corporation or
other entity unaffiliated with the Company or knowingly take any action to materially assist or aid any
other person, firm, corporation or other entity in identifying or hiring any such employee.

2. During your employment with the Company and for the one (1) year period thereafter, you
shall not, directly or indirectly, individually or on behalf of any other person, firm, corporation or
other entity knowingly solicit, aid, entice or induce any customer or potential customer of the
Company away from the Company or assist or aid any other persons or entity in identifying or
soliciting, enticing etc. any such customer.

3. The obligations contained in this clause shall survive the termination of your employment with the
Company and shall be fully enforceable thereafter.

 
Disciplinary Procedures and the Company Policies

In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion. Pending disciplinary
action, you may be suspended from service.

Training

You may also be selected or sponsored by the Company for receiving training with the Company's
associates or other institutions within India or abroad. You will diligently and beneficially, take part in



such trainings and assignments. 

Passport & Driving License

It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not have it,
you are required to apply for them immediately.
 
Other Rules and Regulations

During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company's discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action, including
dismissal from service, depending on the severity of the violation.
 
Address & Other Details

1. You shall advise the Company of the address to which communications to you should be sent by
post. All notices and other communication sent to you at such address shall be deemed to have
been properly sent by us and received by you.

2. You shall keep the Company informed of the changes, if any, in respect of your address and also of
any change in your civil or marital status and other such matters. Your address / status shall be
as last advised by you to the Company (in writing).

Consequences of Termination

On termination / cessation of your employment with the Company, for whatever reason, you will return to
the Company:

i. any item belonging to the Company such as laptop computer with all software and data therein, with
details of any passwords which you may have installed;

ii. every Company document (including electronic documents) of whatever description in
your possession or control, together with any copies, notes or summaries of such documents and
your own working papers, for all of which your undertake to make a diligent search;

iii. any other Company property in your possession or control;

iv. immediately repay all outstanding debts and loans due to the Company and the Company is hereby
authorized to deduct from any monies due to the Employee a sum in repayment of all or any part
of any such debts or loans; and

v. Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure and non-competition.

Warranty

You represent and warrant to the Company that the terms and conditions of your employment are legal,
valid and binding upon you and acceptance of the same by you and the performance of your obligations
pursuant to your employment by the Company does not and will not constitute a breach of, or conflict
with the terms or provisions of, any agreement or understanding to which you are a party (including,
without limitation, any other employment agreement/s).

Jurisdiction



Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the Company
or any of the terms and conditions of your employment with the Company.
 
Amendments

The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
* * * * *



Annexure2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 
1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet

[consolidated/semester-wise]
2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be 

treated as you do not have income from any other sources apart from your salary income from US 
Technology International Private Limited.)

  
**Please note that this offer letter covers all the commitments made on behalf of US Technology
International Private Limited towards your employment with the company. It is your responsibility to
ensure that any or all commitments made verbally during the selection process are documented prior to
joining US Technology. Please note that the company will not be responsible for any verbal commitment
made to the candidate except for those that are specifically documented in these pages.

* * * * *



UST/850-GA-2020-0000051/3520936
12/01/2021

                                                                                                 
NIMA VARGHESE 
Trivandrum
 

Sub: Letter of Offer
Dear NIMA,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with US Technology
International Private Limited ('US Technology'). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as "Assoc. Software Developer", A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US Technology
and will be governed by various policies, rules and guidelines of US Technology. It will also be guided by
the core values and beliefs of US Technology. Please note that you will also be required to sign and
agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-Competition Agreement
when you join the employment of the Company.

The Overall compensation offered to you is Rs.350,000.00/- (Rupees Three Lakh Fifty Thousand) per
annum, Please find details of the compensation and benefits you are being offered in Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your Background
Verification conducted by US Technology or any other agency appointed by US Technology and
confirmation of your medical and physical fitness by a qualified Registered Medical Practitioner (RMP)
nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: -

i. Prior to joining our employment, you have terminated your employment with your current/previous
employer in accordance with the terms and conditions of the said employment.   

ii. On joining our employment, there are no continuing obligations or restrictions which apply to you vis-
à-vis any of your previous employments.

iii. You are not restricted, prohibited or constrained from accepting this offer of employment from US
Technology and that you have not, during the course of your previous employment/s entered into any
agreement/arrangement which in any way restricts prohibits or debars you from accepting the offer
made by US Technology.

iv. That no amounts will be due and payable by you to your previous employer/s.

v. On joining our employment that you do not have in your possession, nor have you failed to return, any
property including but not limited to any devices, records, data, notes, reports, proposals, lists,
correspondence, specifications, drawings, blueprints, sketches, materials, equipment, other
documents or property, or reproduction of any aforementioned items belonging to your previous
employer/s.

This offer will be valid till 19/01/2021. If this offer of employment is acceptable to you, please intimate your
acceptance of the same by signing the duplicate copy of this letter and returning it to us on or
before 19/01/2021. If you are accepting our offer letter, please send us your confirmation within 72 hours.
If no such intimation of acceptance is received on or before the said date, this offer shall stand
automatically withdrawn.



 
If you accept this offer of employment, you are required to join your employment on or before 19/01/2021.
If you are unable to report on the above date you are required to inform us in writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology's sole discretion.  
 
We hope you will find this offer acceptable. We are confident that you will contribute to the values of the
organization and wait to welcome you to the US Technology family.
 
Sincerely,
for US Technology International Private Limited      
                                                    

Accepted

 
Vinesh George  NIMA, VARGHESE
Group Manager HR
  

Encl :    Annexure 1
            Annexure 2



Annexure 1 (A)
 
Name:NIMA VARGHESE,
Designated as: "Assoc. Software Developer"  
 

Components Monthly Salary Annual

Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Variable Pay 0.00
Cost to the Company (CTC) 350,000.00

*** Eligibility for earning the Employer's contribution to Provident Fund is governed strictly as per
the rules under The Employees' Provident Fund & Miscellaneous Provisions Act, 1952.
   



Annexure 1 (B)

Allowances Optional 

Please note that you have an option to choose between
(1)  Food Allowance
(2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of these
four tax-saving allowances. If you do not opt for any of these, the respective amounts will be taxable and
be paid as part of "Other Allowances".

Food Allowance

Sodexo Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your salary
against food allowance is entirely non-taxable.
 
Leave travel assistance

LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at the
end of each calendar year against the appropriate enclosures/bills produced with the appropriate form
duly filled as per US Technology's policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
National Pension Scheme (Optional)

National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity

You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act, 1972.

Tax

Tax implications arising out of this structure would be borne by you.
 
Location

The initial place of work would be Thiruvananthapuram, Kerala. US Technology reserves the right to
change your place of work in its sole discretion.

Termination of Service 

1. During your employment with US Technology, a notice of two months is required to
terminate employment from either side. The Company may terminate your employment by payment
in lieu of the two months' notice, without assigning any reason whatsoever, at the sole discretion of
the Company.

2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post to your Department Manager and the notice period shall commence from the date of delivery in



the former case and the date of dispatch in the latter case. Service of notice of termination from
the Company will be deemed to be complete on the date of dispatch of such notice by registered
post to the address furnished by you and available as per our records or on hand delivery of the
notice to you, whichever is earlier. However, where the circumstances so warrant, the Company
reserves the right to terminate your employment with immediate effect.

Increments and Promotions

Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards

You will be required to understand and implement standard procedures evolved at US Technology
International Private Limited for SEI CMMI / PCMM. Your attitude toward adherence to standards and
procedure will be an important parameter for consideration while evaluating your performance.
 
Background Verification

You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical

Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours

The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday are
holidays.  The company reserves the right to alter or modify its working hours or holidays temporarily or
permanently.
 
Dress Code

All employees of the company can wear business casuals on all working days. Dress code classification
are as follows:
 
Men : Casual half sleeved shirts, plain polo shirts, Tees with round necks (turtle

necks included), collars dress shirts, sweaters and turtlenecks are
acceptable attire for work, Suit jackets or sports jackets, Slacks that are
similar to Dockers cotton or synthetic material pants, wool pants, flannel
pants and synthetic pants, Chinos, Corduroys, Cargos, presentable jeans
are acceptable.

Women  : Jeans, slacks that are similar to Dockers cotton or synthetic material pants,
Plain polo shirts, dress shirts, blouses, sweaters and suit jackets. Casual
dresses, kurta churidars/salwars, skirts and skirts that are split at or below
the knee are acceptable. Casual tops, Tees with round necks, collars (turtle
necks included), Culottes/Parallels (below knee), preferable jeans Leggings
can be worn only with long kurtas or tops.

 



Duties and Responsibilities

1. You will be required to serve in the assigned position or in such other capacities, consistent with
your status and position in the Company, as may be requested from time to time by the Company.

2. In the course of your employment, the Company will expect you to display a high standard
of initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities
perform the duties and services related to your assigned post as well as such additional or
different duties and services consistent with your position, as you may be reasonably be directed
to perform by the Company from time to time. For the performance of all such duties and services,
you shall use all the knowledge, skill and experience that you possess, to the entire satisfaction of
the Company.

3. You will carry out assignments/projects given to you from time to time with diligence and devotion
and maintain the Company's image as suppliers of quality software and services.

4. You shall devote your full time and attention during your employment with the Company exclusively
to the business and affairs of the Company and shall not, during your employment with the
Company, without the prior written consent of the Company, directly or indirectly, carry on or be
engaged, concerned or interested in any manner whatsoever in any other employment, business,
trade or occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise,
either during or after normal business hours.

Confidentiality 

1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation and Non-
Competition Agreement required to be signed by you during the term of your employment with the
Company and at all times thereafter.

2. Further, the Executive also agrees to comply with the terms of any policies of the Company relating
to the protection of confidential information from time to time.

3. You are also required to strictly maintain as confidential and not divulge or communicate in any
manner, any information regarding your remuneration / terms of employment to any other employee
of the Company except your immediate superior. Any such disclosure will be considered a serious
misconduct and breach of the terms of your employment.

Posting / Transfer of Service

While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred to
any department / division of the Company / its business associates' / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company. You may be required, from
time to time, to travel to locations outside your place of posting, within India and abroad, on short notice.

Travel

You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.

Expenses

Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the course
of your employment. The Company has policies and procedures in relation to the reimbursement of such
expenses that may be revised from time to time. The reimbursement of expenses shall be subject to the
same having been incurred and accounted for in accordance with the said policies and procedures in
effect. The Company reserves the right to correct an adverse expense balance by making the necessary



deductions from any amounts due to you from the Company.
 
Intellectual Property Rights

 1. Your duties in the course of your employment are expected to generate programs, softwares,
tools, workflows, in which copyright or other intellectual property may subsist. All
intellectual property rights, in India and abroad, for the full term of such rights, in any "work" (as
defined under the Copyright Act,1957 and as amended from time to time), invention, discovery,
ideas, techniques, machines, methods, processes, uses, products, devices, codes, configurations
of any kind and improvements made to any of the above, or in any other matter including but not
limited to computer software, conceived / created / made fully or in part (whether or not during
regular office / business hours and whether alone or in conjunction with others,) by you, during the
period of your employment with the Company, shall be disclosed in writing to the
Company immediately on such conception, creation or making and shall stand automatically vested
in and be the sole and exclusive property of the Company. By accepting this employment, you
have undertaken to execute and register any and all necessary documents, and do whatever else
may be necessary as may be determined by the Company in its discretion, at the cost of the
Company, even after your employment has ended, to further confirm the above ownership rights in
favour of the Company. You also explicitly waive all moral rights in your contribution to the business
of the Company.

2. You shall keep all such intellectual property of the Company confidential and shall use all Such
property strictly in accordance with the terms of your employment for the sole benefit of
the Company.

Non-Solicitation

1. During your employment with the Company and for the one (1) year period thereafter, you shall
not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
entity, knowingly solicit, aid or induce any employee of the Company to leave such employment in
order to accept employment with or render services to or with any other person, firm, corporation or
other entity unaffiliated with the Company or knowingly take any action to materially assist or aid any
other person, firm, corporation or other entity in identifying or hiring any such employee.

2. During your employment with the Company and for the one (1) year period thereafter, you
shall not, directly or indirectly, individually or on behalf of any other person, firm, corporation or
other entity knowingly solicit, aid, entice or induce any customer or potential customer of the
Company away from the Company or assist or aid any other persons or entity in identifying or
soliciting, enticing etc. any such customer.

3. The obligations contained in this clause shall survive the termination of your employment with the
Company and shall be fully enforceable thereafter.

 
Disciplinary Procedures and the Company Policies

In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion. Pending disciplinary
action, you may be suspended from service.

Training

You may also be selected or sponsored by the Company for receiving training with the Company's
associates or other institutions within India or abroad. You will diligently and beneficially, take part in



such trainings and assignments. 

Passport & Driving License

It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not have it,
you are required to apply for them immediately.
 
Other Rules and Regulations

During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company's discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action, including
dismissal from service, depending on the severity of the violation.
 
Address & Other Details

1. You shall advise the Company of the address to which communications to you should be sent by
post. All notices and other communication sent to you at such address shall be deemed to have
been properly sent by us and received by you.

2. You shall keep the Company informed of the changes, if any, in respect of your address and also of
any change in your civil or marital status and other such matters. Your address / status shall be
as last advised by you to the Company (in writing).

Consequences of Termination

On termination / cessation of your employment with the Company, for whatever reason, you will return to
the Company:

i. any item belonging to the Company such as laptop computer with all software and data therein, with
details of any passwords which you may have installed;

ii. every Company document (including electronic documents) of whatever description in
your possession or control, together with any copies, notes or summaries of such documents and
your own working papers, for all of which your undertake to make a diligent search;

iii. any other Company property in your possession or control;

iv. immediately repay all outstanding debts and loans due to the Company and the Company is hereby
authorized to deduct from any monies due to the Employee a sum in repayment of all or any part
of any such debts or loans; and

v. Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure and non-competition.

Warranty

You represent and warrant to the Company that the terms and conditions of your employment are legal,
valid and binding upon you and acceptance of the same by you and the performance of your obligations
pursuant to your employment by the Company does not and will not constitute a breach of, or conflict
with the terms or provisions of, any agreement or understanding to which you are a party (including,
without limitation, any other employment agreement/s).

Jurisdiction



Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the Company
or any of the terms and conditions of your employment with the Company.
 
Amendments

The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
* * * * *



Annexure2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 
1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet

[consolidated/semester-wise]
2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be 

treated as you do not have income from any other sources apart from your salary income from US 
Technology International Private Limited.)

  
**Please note that this offer letter covers all the commitments made on behalf of US Technology
International Private Limited towards your employment with the company. It is your responsibility to
ensure that any or all commitments made verbally during the selection process are documented prior to
joining US Technology. Please note that the company will not be responsible for any verbal commitment
made to the candidate except for those that are specifically documented in these pages.

* * * * *



UST/850-GA-2020-0000051/3405316
29/12/2020

                                                                                                 
Geethy Varghese 
Trivandrum
 

Sub: Letter of Offer
Dear Geethy,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with US Technology
International Private Limited ('US Technology'). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as "Assoc. Software Developer", A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US Technology
and will be governed by various policies, rules and guidelines of US Technology. It will also be guided by
the core values and beliefs of US Technology. Please note that you will also be required to sign and
agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-Competition Agreement
when you join the employment of the Company.

The Overall compensation offered to you is Rs.350,000.00/- (Rupees Three Lakh Fifty Thousand) per
annum, Please find details of the compensation and benefits you are being offered in Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your Background
Verification conducted by US Technology or any other agency appointed by US Technology and
confirmation of your medical and physical fitness by a qualified Registered Medical Practitioner (RMP)
nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: -

i. Prior to joining our employment, you have terminated your employment with your current/previous
employer in accordance with the terms and conditions of the said employment.   

ii. On joining our employment, there are no continuing obligations or restrictions which apply to you vis-
à-vis any of your previous employments.

iii. You are not restricted, prohibited or constrained from accepting this offer of employment from US
Technology and that you have not, during the course of your previous employment/s entered into any
agreement/arrangement which in any way restricts prohibits or debars you from accepting the offer
made by US Technology.

iv. That no amounts will be due and payable by you to your previous employer/s.

v. On joining our employment that you do not have in your possession, nor have you failed to return, any
property including but not limited to any devices, records, data, notes, reports, proposals, lists,
correspondence, specifications, drawings, blueprints, sketches, materials, equipment, other
documents or property, or reproduction of any aforementioned items belonging to your previous
employer/s.

This offer will be valid till 19/01/2021. If this offer of employment is acceptable to you, please intimate your
acceptance of the same by signing the duplicate copy of this letter and returning it to us on or
before 19/01/2021. If you are accepting our offer letter, please send us your confirmation within 72 hours.
If no such intimation of acceptance is received on or before the said date, this offer shall stand
automatically withdrawn.



 
If you accept this offer of employment, you are required to join your employment on or before 19/01/2021.
If you are unable to report on the above date you are required to inform us in writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology's sole discretion.  
 
We hope you will find this offer acceptable. We are confident that you will contribute to the values of the
organization and wait to welcome you to the US Technology family.
 
Sincerely,
for US Technology International Private Limited      
                                                    

Accepted

 
Vinesh George  Geethy, Varghese
Group Manager HR
  

Encl :    Annexure 1
            Annexure 2



Annexure 1 (A)
 
Name:Geethy Varghese,
Designated as: "Assoc. Software Developer"  
 

Components Monthly Salary Annual

Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Variable Pay 0.00
Cost to the Company (CTC) 350,000.00

*** Eligibility for earning the Employer's contribution to Provident Fund is governed strictly as per
the rules under The Employees' Provident Fund & Miscellaneous Provisions Act, 1952.
   



Annexure 1 (B)

Allowances Optional 

Please note that you have an option to choose between
(1)  Food Allowance
(2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of these
four tax-saving allowances. If you do not opt for any of these, the respective amounts will be taxable and
be paid as part of "Other Allowances".

Food Allowance

Sodexo Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your salary
against food allowance is entirely non-taxable.
 
Leave travel assistance

LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at the
end of each calendar year against the appropriate enclosures/bills produced with the appropriate form
duly filled as per US Technology's policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
National Pension Scheme (Optional)

National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity

You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act, 1972.

Tax

Tax implications arising out of this structure would be borne by you.
 
Location

The initial place of work would be Thiruvananthapuram, Kerala. US Technology reserves the right to
change your place of work in its sole discretion.

Termination of Service 

1. During your employment with US Technology, a notice of two months is required to
terminate employment from either side. The Company may terminate your employment by payment
in lieu of the two months' notice, without assigning any reason whatsoever, at the sole discretion of
the Company.

2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post to your Department Manager and the notice period shall commence from the date of delivery in



the former case and the date of dispatch in the latter case. Service of notice of termination from
the Company will be deemed to be complete on the date of dispatch of such notice by registered
post to the address furnished by you and available as per our records or on hand delivery of the
notice to you, whichever is earlier. However, where the circumstances so warrant, the Company
reserves the right to terminate your employment with immediate effect.

Increments and Promotions

Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards

You will be required to understand and implement standard procedures evolved at US Technology
International Private Limited for SEI CMMI / PCMM. Your attitude toward adherence to standards and
procedure will be an important parameter for consideration while evaluating your performance.
 
Background Verification

You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical

Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours

The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday are
holidays.  The company reserves the right to alter or modify its working hours or holidays temporarily or
permanently.
 
Dress Code

All employees of the company can wear business casuals on all working days. Dress code classification
are as follows:
 
Men : Casual half sleeved shirts, plain polo shirts, Tees with round necks (turtle

necks included), collars dress shirts, sweaters and turtlenecks are
acceptable attire for work, Suit jackets or sports jackets, Slacks that are
similar to Dockers cotton or synthetic material pants, wool pants, flannel
pants and synthetic pants, Chinos, Corduroys, Cargos, presentable jeans
are acceptable.

Women  : Jeans, slacks that are similar to Dockers cotton or synthetic material pants,
Plain polo shirts, dress shirts, blouses, sweaters and suit jackets. Casual
dresses, kurta churidars/salwars, skirts and skirts that are split at or below
the knee are acceptable. Casual tops, Tees with round necks, collars (turtle
necks included), Culottes/Parallels (below knee), preferable jeans Leggings
can be worn only with long kurtas or tops.

 



Duties and Responsibilities

1. You will be required to serve in the assigned position or in such other capacities, consistent with
your status and position in the Company, as may be requested from time to time by the Company.

2. In the course of your employment, the Company will expect you to display a high standard
of initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities
perform the duties and services related to your assigned post as well as such additional or
different duties and services consistent with your position, as you may be reasonably be directed
to perform by the Company from time to time. For the performance of all such duties and services,
you shall use all the knowledge, skill and experience that you possess, to the entire satisfaction of
the Company.

3. You will carry out assignments/projects given to you from time to time with diligence and devotion
and maintain the Company's image as suppliers of quality software and services.

4. You shall devote your full time and attention during your employment with the Company exclusively
to the business and affairs of the Company and shall not, during your employment with the
Company, without the prior written consent of the Company, directly or indirectly, carry on or be
engaged, concerned or interested in any manner whatsoever in any other employment, business,
trade or occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise,
either during or after normal business hours.

Confidentiality 

1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation and Non-
Competition Agreement required to be signed by you during the term of your employment with the
Company and at all times thereafter.

2. Further, the Executive also agrees to comply with the terms of any policies of the Company relating
to the protection of confidential information from time to time.

3. You are also required to strictly maintain as confidential and not divulge or communicate in any
manner, any information regarding your remuneration / terms of employment to any other employee
of the Company except your immediate superior. Any such disclosure will be considered a serious
misconduct and breach of the terms of your employment.

Posting / Transfer of Service

While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred to
any department / division of the Company / its business associates' / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company. You may be required, from
time to time, to travel to locations outside your place of posting, within India and abroad, on short notice.

Travel

You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.

Expenses

Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the course
of your employment. The Company has policies and procedures in relation to the reimbursement of such
expenses that may be revised from time to time. The reimbursement of expenses shall be subject to the
same having been incurred and accounted for in accordance with the said policies and procedures in
effect. The Company reserves the right to correct an adverse expense balance by making the necessary



deductions from any amounts due to you from the Company.
 
Intellectual Property Rights

 1. Your duties in the course of your employment are expected to generate programs, softwares,
tools, workflows, in which copyright or other intellectual property may subsist. All
intellectual property rights, in India and abroad, for the full term of such rights, in any "work" (as
defined under the Copyright Act,1957 and as amended from time to time), invention, discovery,
ideas, techniques, machines, methods, processes, uses, products, devices, codes, configurations
of any kind and improvements made to any of the above, or in any other matter including but not
limited to computer software, conceived / created / made fully or in part (whether or not during
regular office / business hours and whether alone or in conjunction with others,) by you, during the
period of your employment with the Company, shall be disclosed in writing to the
Company immediately on such conception, creation or making and shall stand automatically vested
in and be the sole and exclusive property of the Company. By accepting this employment, you
have undertaken to execute and register any and all necessary documents, and do whatever else
may be necessary as may be determined by the Company in its discretion, at the cost of the
Company, even after your employment has ended, to further confirm the above ownership rights in
favour of the Company. You also explicitly waive all moral rights in your contribution to the business
of the Company.

2. You shall keep all such intellectual property of the Company confidential and shall use all Such
property strictly in accordance with the terms of your employment for the sole benefit of
the Company.

Non-Solicitation

1. During your employment with the Company and for the one (1) year period thereafter, you shall
not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
entity, knowingly solicit, aid or induce any employee of the Company to leave such employment in
order to accept employment with or render services to or with any other person, firm, corporation or
other entity unaffiliated with the Company or knowingly take any action to materially assist or aid any
other person, firm, corporation or other entity in identifying or hiring any such employee.

2. During your employment with the Company and for the one (1) year period thereafter, you
shall not, directly or indirectly, individually or on behalf of any other person, firm, corporation or
other entity knowingly solicit, aid, entice or induce any customer or potential customer of the
Company away from the Company or assist or aid any other persons or entity in identifying or
soliciting, enticing etc. any such customer.

3. The obligations contained in this clause shall survive the termination of your employment with the
Company and shall be fully enforceable thereafter.

 
Disciplinary Procedures and the Company Policies

In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion. Pending disciplinary
action, you may be suspended from service.

Training

You may also be selected or sponsored by the Company for receiving training with the Company's
associates or other institutions within India or abroad. You will diligently and beneficially, take part in



such trainings and assignments. 

Passport & Driving License

It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not have it,
you are required to apply for them immediately.
 
Other Rules and Regulations

During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company's discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action, including
dismissal from service, depending on the severity of the violation.
 
Address & Other Details

1. You shall advise the Company of the address to which communications to you should be sent by
post. All notices and other communication sent to you at such address shall be deemed to have
been properly sent by us and received by you.

2. You shall keep the Company informed of the changes, if any, in respect of your address and also of
any change in your civil or marital status and other such matters. Your address / status shall be
as last advised by you to the Company (in writing).

Consequences of Termination

On termination / cessation of your employment with the Company, for whatever reason, you will return to
the Company:

i. any item belonging to the Company such as laptop computer with all software and data therein, with
details of any passwords which you may have installed;

ii. every Company document (including electronic documents) of whatever description in
your possession or control, together with any copies, notes or summaries of such documents and
your own working papers, for all of which your undertake to make a diligent search;

iii. any other Company property in your possession or control;

iv. immediately repay all outstanding debts and loans due to the Company and the Company is hereby
authorized to deduct from any monies due to the Employee a sum in repayment of all or any part
of any such debts or loans; and

v. Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure and non-competition.

Warranty

You represent and warrant to the Company that the terms and conditions of your employment are legal,
valid and binding upon you and acceptance of the same by you and the performance of your obligations
pursuant to your employment by the Company does not and will not constitute a breach of, or conflict
with the terms or provisions of, any agreement or understanding to which you are a party (including,
without limitation, any other employment agreement/s).

Jurisdiction



Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the Company
or any of the terms and conditions of your employment with the Company.
 
Amendments

The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
* * * * *



Annexure2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 
1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet

[consolidated/semester-wise]
2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be 

treated as you do not have income from any other sources apart from your salary income from US 
Technology International Private Limited.)

  
**Please note that this offer letter covers all the commitments made on behalf of US Technology
International Private Limited towards your employment with the company. It is your responsibility to
ensure that any or all commitments made verbally during the selection process are documented prior to
joining US Technology. Please note that the company will not be responsible for any verbal commitment
made to the candidate except for those that are specifically documented in these pages.

* * * * *



UST/850-GA-2020-0000051/3408109
29/12/2020

                                                                                                 
Manju Davis 
Trivandrum
 

Sub: Letter of Offer
Dear Manju,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with US Technology
International Private Limited ('US Technology'). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as "Assoc. Software Developer", A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US Technology
and will be governed by various policies, rules and guidelines of US Technology. It will also be guided by
the core values and beliefs of US Technology. Please note that you will also be required to sign and
agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-Competition Agreement
when you join the employment of the Company.

The Overall compensation offered to you is Rs.350,000.00/- (Rupees Three Lakh Fifty Thousand) per
annum, Please find details of the compensation and benefits you are being offered in Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your Background
Verification conducted by US Technology or any other agency appointed by US Technology and
confirmation of your medical and physical fitness by a qualified Registered Medical Practitioner (RMP)
nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: -

i. Prior to joining our employment, you have terminated your employment with your current/previous
employer in accordance with the terms and conditions of the said employment.   

ii. On joining our employment, there are no continuing obligations or restrictions which apply to you vis-
à-vis any of your previous employments.

iii. You are not restricted, prohibited or constrained from accepting this offer of employment from US
Technology and that you have not, during the course of your previous employment/s entered into any
agreement/arrangement which in any way restricts prohibits or debars you from accepting the offer
made by US Technology.

iv. That no amounts will be due and payable by you to your previous employer/s.

v. On joining our employment that you do not have in your possession, nor have you failed to return, any
property including but not limited to any devices, records, data, notes, reports, proposals, lists,
correspondence, specifications, drawings, blueprints, sketches, materials, equipment, other
documents or property, or reproduction of any aforementioned items belonging to your previous
employer/s.

This offer will be valid till 19/01/2021. If this offer of employment is acceptable to you, please intimate your
acceptance of the same by signing the duplicate copy of this letter and returning it to us on or
before 19/01/2021. If you are accepting our offer letter, please send us your confirmation within 72 hours.
If no such intimation of acceptance is received on or before the said date, this offer shall stand
automatically withdrawn.



 
If you accept this offer of employment, you are required to join your employment on or before 19/01/2021.
If you are unable to report on the above date you are required to inform us in writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology's sole discretion.  
 
We hope you will find this offer acceptable. We are confident that you will contribute to the values of the
organization and wait to welcome you to the US Technology family.
 
Sincerely,
for US Technology International Private Limited      
                                                    

Accepted

 
Vinesh George  Manju, Davis
Group Manager HR
  

Encl :    Annexure 1
            Annexure 2



Annexure 1 (A)
 
Name:Manju Davis,
Designated as: "Assoc. Software Developer"  
 

Components Monthly Salary Annual

Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Variable Pay 0.00
Cost to the Company (CTC) 350,000.00

*** Eligibility for earning the Employer's contribution to Provident Fund is governed strictly as per
the rules under The Employees' Provident Fund & Miscellaneous Provisions Act, 1952.
   



Annexure 1 (B)

Allowances Optional 

Please note that you have an option to choose between
(1)  Food Allowance
(2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of these
four tax-saving allowances. If you do not opt for any of these, the respective amounts will be taxable and
be paid as part of "Other Allowances".

Food Allowance

Sodexo Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your salary
against food allowance is entirely non-taxable.
 
Leave travel assistance

LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at the
end of each calendar year against the appropriate enclosures/bills produced with the appropriate form
duly filled as per US Technology's policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
National Pension Scheme (Optional)

National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity

You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act, 1972.

Tax

Tax implications arising out of this structure would be borne by you.
 
Location

The initial place of work would be Thiruvananthapuram, Kerala. US Technology reserves the right to
change your place of work in its sole discretion.

Termination of Service 

1. During your employment with US Technology, a notice of two months is required to
terminate employment from either side. The Company may terminate your employment by payment
in lieu of the two months' notice, without assigning any reason whatsoever, at the sole discretion of
the Company.

2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post to your Department Manager and the notice period shall commence from the date of delivery in



the former case and the date of dispatch in the latter case. Service of notice of termination from
the Company will be deemed to be complete on the date of dispatch of such notice by registered
post to the address furnished by you and available as per our records or on hand delivery of the
notice to you, whichever is earlier. However, where the circumstances so warrant, the Company
reserves the right to terminate your employment with immediate effect.

Increments and Promotions

Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards

You will be required to understand and implement standard procedures evolved at US Technology
International Private Limited for SEI CMMI / PCMM. Your attitude toward adherence to standards and
procedure will be an important parameter for consideration while evaluating your performance.
 
Background Verification

You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical

Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours

The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday are
holidays.  The company reserves the right to alter or modify its working hours or holidays temporarily or
permanently.
 
Dress Code

All employees of the company can wear business casuals on all working days. Dress code classification
are as follows:
 
Men : Casual half sleeved shirts, plain polo shirts, Tees with round necks (turtle

necks included), collars dress shirts, sweaters and turtlenecks are
acceptable attire for work, Suit jackets or sports jackets, Slacks that are
similar to Dockers cotton or synthetic material pants, wool pants, flannel
pants and synthetic pants, Chinos, Corduroys, Cargos, presentable jeans
are acceptable.

Women  : Jeans, slacks that are similar to Dockers cotton or synthetic material pants,
Plain polo shirts, dress shirts, blouses, sweaters and suit jackets. Casual
dresses, kurta churidars/salwars, skirts and skirts that are split at or below
the knee are acceptable. Casual tops, Tees with round necks, collars (turtle
necks included), Culottes/Parallels (below knee), preferable jeans Leggings
can be worn only with long kurtas or tops.

 



Duties and Responsibilities

1. You will be required to serve in the assigned position or in such other capacities, consistent with
your status and position in the Company, as may be requested from time to time by the Company.

2. In the course of your employment, the Company will expect you to display a high standard
of initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities
perform the duties and services related to your assigned post as well as such additional or
different duties and services consistent with your position, as you may be reasonably be directed
to perform by the Company from time to time. For the performance of all such duties and services,
you shall use all the knowledge, skill and experience that you possess, to the entire satisfaction of
the Company.

3. You will carry out assignments/projects given to you from time to time with diligence and devotion
and maintain the Company's image as suppliers of quality software and services.

4. You shall devote your full time and attention during your employment with the Company exclusively
to the business and affairs of the Company and shall not, during your employment with the
Company, without the prior written consent of the Company, directly or indirectly, carry on or be
engaged, concerned or interested in any manner whatsoever in any other employment, business,
trade or occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise,
either during or after normal business hours.

Confidentiality 

1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation and Non-
Competition Agreement required to be signed by you during the term of your employment with the
Company and at all times thereafter.

2. Further, the Executive also agrees to comply with the terms of any policies of the Company relating
to the protection of confidential information from time to time.

3. You are also required to strictly maintain as confidential and not divulge or communicate in any
manner, any information regarding your remuneration / terms of employment to any other employee
of the Company except your immediate superior. Any such disclosure will be considered a serious
misconduct and breach of the terms of your employment.

Posting / Transfer of Service

While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred to
any department / division of the Company / its business associates' / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company. You may be required, from
time to time, to travel to locations outside your place of posting, within India and abroad, on short notice.

Travel

You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.

Expenses

Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the course
of your employment. The Company has policies and procedures in relation to the reimbursement of such
expenses that may be revised from time to time. The reimbursement of expenses shall be subject to the
same having been incurred and accounted for in accordance with the said policies and procedures in
effect. The Company reserves the right to correct an adverse expense balance by making the necessary



deductions from any amounts due to you from the Company.
 
Intellectual Property Rights

 1. Your duties in the course of your employment are expected to generate programs, softwares,
tools, workflows, in which copyright or other intellectual property may subsist. All
intellectual property rights, in India and abroad, for the full term of such rights, in any "work" (as
defined under the Copyright Act,1957 and as amended from time to time), invention, discovery,
ideas, techniques, machines, methods, processes, uses, products, devices, codes, configurations
of any kind and improvements made to any of the above, or in any other matter including but not
limited to computer software, conceived / created / made fully or in part (whether or not during
regular office / business hours and whether alone or in conjunction with others,) by you, during the
period of your employment with the Company, shall be disclosed in writing to the
Company immediately on such conception, creation or making and shall stand automatically vested
in and be the sole and exclusive property of the Company. By accepting this employment, you
have undertaken to execute and register any and all necessary documents, and do whatever else
may be necessary as may be determined by the Company in its discretion, at the cost of the
Company, even after your employment has ended, to further confirm the above ownership rights in
favour of the Company. You also explicitly waive all moral rights in your contribution to the business
of the Company.

2. You shall keep all such intellectual property of the Company confidential and shall use all Such
property strictly in accordance with the terms of your employment for the sole benefit of
the Company.

Non-Solicitation

1. During your employment with the Company and for the one (1) year period thereafter, you shall
not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
entity, knowingly solicit, aid or induce any employee of the Company to leave such employment in
order to accept employment with or render services to or with any other person, firm, corporation or
other entity unaffiliated with the Company or knowingly take any action to materially assist or aid any
other person, firm, corporation or other entity in identifying or hiring any such employee.

2. During your employment with the Company and for the one (1) year period thereafter, you
shall not, directly or indirectly, individually or on behalf of any other person, firm, corporation or
other entity knowingly solicit, aid, entice or induce any customer or potential customer of the
Company away from the Company or assist or aid any other persons or entity in identifying or
soliciting, enticing etc. any such customer.

3. The obligations contained in this clause shall survive the termination of your employment with the
Company and shall be fully enforceable thereafter.

 
Disciplinary Procedures and the Company Policies

In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion. Pending disciplinary
action, you may be suspended from service.

Training

You may also be selected or sponsored by the Company for receiving training with the Company's
associates or other institutions within India or abroad. You will diligently and beneficially, take part in



such trainings and assignments. 

Passport & Driving License

It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not have it,
you are required to apply for them immediately.
 
Other Rules and Regulations

During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company's discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action, including
dismissal from service, depending on the severity of the violation.
 
Address & Other Details

1. You shall advise the Company of the address to which communications to you should be sent by
post. All notices and other communication sent to you at such address shall be deemed to have
been properly sent by us and received by you.

2. You shall keep the Company informed of the changes, if any, in respect of your address and also of
any change in your civil or marital status and other such matters. Your address / status shall be
as last advised by you to the Company (in writing).

Consequences of Termination

On termination / cessation of your employment with the Company, for whatever reason, you will return to
the Company:

i. any item belonging to the Company such as laptop computer with all software and data therein, with
details of any passwords which you may have installed;

ii. every Company document (including electronic documents) of whatever description in
your possession or control, together with any copies, notes or summaries of such documents and
your own working papers, for all of which your undertake to make a diligent search;

iii. any other Company property in your possession or control;

iv. immediately repay all outstanding debts and loans due to the Company and the Company is hereby
authorized to deduct from any monies due to the Employee a sum in repayment of all or any part
of any such debts or loans; and

v. Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure and non-competition.

Warranty

You represent and warrant to the Company that the terms and conditions of your employment are legal,
valid and binding upon you and acceptance of the same by you and the performance of your obligations
pursuant to your employment by the Company does not and will not constitute a breach of, or conflict
with the terms or provisions of, any agreement or understanding to which you are a party (including,
without limitation, any other employment agreement/s).

Jurisdiction



Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the Company
or any of the terms and conditions of your employment with the Company.
 
Amendments

The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
* * * * *



Annexure2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 
1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet

[consolidated/semester-wise]
2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be 

treated as you do not have income from any other sources apart from your salary income from US 
Technology International Private Limited.)

  
**Please note that this offer letter covers all the commitments made on behalf of US Technology
International Private Limited towards your employment with the company. It is your responsibility to
ensure that any or all commitments made verbally during the selection process are documented prior to
joining US Technology. Please note that the company will not be responsible for any verbal commitment
made to the candidate except for those that are specifically documented in these pages.

* * * * *



 UST/SO00055765-1-1-1/684269
December 2, 2019

Meenakshi Nair J
Alappuzha

Sub: Letter of Offer
Dear Meenakshi Nair,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with  US
Technology Internat ional Pvt  Ltd. (‘US Technology’). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as  “Assoc. Software
Developer”, A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US
Technology and will be governed by various policies, rules and guidelines of US Technology. It will also
be guided by the core values and beliefs of US Technology. Please note that you will also be required to
sign and agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-competition
Agreement when you join the employment of the Company.
 
The Overall compensation offered to you is Rs.350,000.00/- (Rupees T hree Lakh Fifty T housand  )
per annum. Please find details of the compensation and benefits you are being offered in Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your
Background Verification conducted by US Technology or any other agency appointed by US
Technology and confirmation of your medical and physical fitness by a qualified Registered Medical
Practitioner (RMP) nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: −
            (i)  Prior to joining our employment, you have terminated your employment with your
                 current/previous employer in accordance with the terms and conditions of the said
                 employment.
            (ii) On joining our employment, there are no continuing obligations or restrictions which apply
                 to you vis−à−vis any of your previous employments.
            (iii)You are not restricted, prohibited or constrained from accepting this offer of employment
                 from US Technology and that you have not, during the course of your previous employment/s
                 entered into any agreement/arrangement which in any way restricts/prohibits or debars you 
                 from accepting the offer made by US Technology.
           (iv) That no amounts will be due and payable by you to your previous employer/s.
           (v)  On joining our employment, that you do not have in your possession, nor have you failed to
                 return, any property including but not limited to any devices, records, data, notes,
                 reports, proposals, lists, correspondence, specifications, drawings, blueprints,
                 sketches, materials, equipment, other documents or property, or reproductions
                 of any aforementioned items belonging to your previous employer/s.

This offer will be valid till December 9, 2019. If this offer of employment is acceptable to you, please
intimate your acceptance of the same by signing the duplicate copy of this letter and returning it to us
on or before December 9, 2019. If you are accepting our offer letter, please send us your confirmation
within 72 hours. If no such intimation of acceptance is received on or before the said date, this offer
shall stand automatically withdrawn.



 

If you accept this offer of employment, you are required to join your employment on or
before December 9, 2019. If you are unable to report on the above date you are required to inform us in
writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology’s sole discretion. 

 
We hope you will find this offer acceptable. We are confident  that  you will cont ribute to the
values of  the organizat ion and wait  to welcome you to the US Technology family.
 
 
Sincerely,
for US Technology Internat ional Pvt  Ltd                                               Accepted 
 

 
Vinesh George                                                                            Meenakshi Nair  J
Group Manager HR
 
 
 
Encl :    Annexure 1
             Annexure 2



 

Annexure 1 (A)
     
         
Name: Meenakshi Nair J,
Designated as: “Assoc. Software Developer”
 

Components                                        Monthly Salary  Annual
Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2,400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Total Monthly Gross 29,166.67 350,000.00
Variable Pay   0.00
Cost to the Company (CTC)   350,000.00

 
    
*** Eligibilit y for earning the Employer 's cont ribut ion to Provident  Fund is governed st rict ly
as per the rules under T he Employees' Provident  Fund & Miscellaneous Provisions Act , 1952.

  



  

Annexure 1 (B)

Allowances Opt ional
 
Please note that you have an option to choose between
 (1)  Food Allowance
 (2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of these
four tax-saving allowances. If you do not opt for any of these, the respective amounts will be taxable
and be paid as part of “Other Allowances”.

Food Allowance
Sodexho Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your
salary against food allowance is entirely non-taxable.
 
Leave t ravel assistance
LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at the
end of each calendar year against the appropriate enclosures/bills produced with the appropriate form
duly filled as per US Technology’s policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
Nat ional Pension Scheme (Opt ional)
National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity
You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act, 1972.

Annual Variable Pay
The Variable Pay will be performance-based, and determined based on objective and quantitative
indicators that determine how well you have met the performance objectives. The details of your
objectives, and parameters used for determining the variable pay component will be communicated to
you on joining employment. You will be eligible for bonus only after successful completion of one year
of employment with US Technology.

Tax
Tax implications arising out of this structure would be borne by you.
 
Locat ion
The initial place of work would be Trivandrum - UST Office. US Technology reserves the right to change
your place of work in its sole discretion.

Terminat ion of  Service
 
   1. During your employment with US Technology, a notice of two months is required to terminate 
      employment from either side. The Company may terminate your employment by payment in lieu of 
      the two months notice, without assigning any reason whatsoever, at the sole discretion of the 
      Company.



 

 
   2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post
       to your Department Manager and the notice period shall commence from the date of delivery in the 
       former case and the date of dispatch in the latter case.  Service of notice of termination from the 
       Company will be deemed to be complete on the date of dispatch of such notice by registered post
to 
       the address furnished by you and available as per our records or on hand delivery of the notice to 
       you, whichever is earlier. However, where the circumstances so warrant, the Company reserves the 
       right to terminate your employment with immediate effect.

Increments and Promot ions
Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards
You will be required to understand and implement standard procedures evolved at US Technology
International Pvt. Ltd. for SEI CMMI / PCMM. Your attitude toward adherence to standards and procedure
will be an important parameter for consideration while evaluating your performance.
 
Background Verificat ion
You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical
Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours
The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday are
holidays.  The company reserves the right to alter or modify its working hours or holidays temporarily or
permanently.
 
Dress Code
All employees of the company can wear business casuals on all working days. Dress code
classification are as follows:
 
Men                  :          Casual half sleeved shirts, plain polo shirts, Tees with round necks 
                                   (turtle necks included), collars dress shirts, sweaters and turtlenecks
                                   are acceptable attire for work, Suit jackets or sports jackets, Slacks 
                                   that are similar to Dockers cotton or synthetic material pants, wool 
                                   pants, flannel pants and synthetic pants, Chinos, Corduroys, Cargos,
                                   presentable jeans are acceptable.
 
Women             :          Jeans, slacks that are similar to Dockers cotton or synthetic material 
                                   pants, Plain polo shirts, dress shirts, blouses, sweaters and suit jackets.
                                   Casual dresses, kurta churidars/salwars, skirts and skirts that are split 
                                   at or below the knee are acceptable. Casual tops, Tees with round necks,
                                   collars (turtle necks included), Culottes/Parallels (below knee), presentable
                                   jeans Leggings can be worn only with long kurtas or tops.



 

 
Dut ies and Responsibilit ies
 
   1. You will be required to serve in the assigned position or in such other capacities, consistent with
your
       status and position in the Company, as may be requested from time to time by the Company.

   2. In the course of your employment, the Company will expect you to display a high standard of 
       initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities 
       perform the duties and services related to your assigned post as well as such additional or
different 
       duties and services consistent with your position, as you may be reasonably be directed to perform 
       by the Company from time to time. For the performance of all such duties and services, you shall 
       use all the knowledge, skill and experience that you possess, to the entire satisfaction of the 
       Company.

   3. You will carry out assignments/projects given to you from time to time with diligence and devotion 
       and maintain the Company’s image as suppliers of quality software and services.

   4. You shall devote your full time and attention during your employment with the Company exclusively
       to the business and affairs of the Company and shall not, during your employment with the
Company,
       without the prior written consent of the Company, directly or indirectly, carry on or be engaged, 
       concerned or interested in any manner whatsoever in any other employment, business, trade or 
       occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise, either 
       during or after normal business hours. 

Confident iality
 
   1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation And Non-
       Competition Agreement required to be signed by you during the term of your employment with
       the Company and at all times thereafter.

   2. Further, the Executive also agrees to comply with the terms of any policies of the Company
       relating to the protection of confidential information from time to time.

   3. You are also required to strictly maintain as confidential and not divulge or communicate in 
       any manner, any information regarding your remuneration / terms of employment to any other
       employee of the Company except your immediate superior. Any such disclosure will be 
       considered a serious misconduct and breach of the terms of your employment.

Post ing / Transfer of  Service
While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred to
any department / division of the Company / its business associates’ / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company.
 You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.

Travel
You may be required, from time to time, to travel to locations outside your place of posting, within India
and abroad, on short notice.
 



 

 
Expenses
Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the course
of your employment. The Company has policies and procedures in relation to the reimbursement of
such expenses that may be revised from time to time. The reimbursement of expenses shall be subject
to the same having been incurred and accounted for in accordance with the said policies and
procedures in effect. The Company reserves the right to correct an adverse expense balance by making
the necessary deductions from any amounts due to you from the Company.
 
Intellectual Proper ty Rights
 
   1. Your duties in the course of your employment are expected to generate programs, softwares,
       tools, workflows, in which copyright or other intellectual property may subsist. All intellectual 
       property rights, in India and abroad, for the full term of such rights, in any “work” (as defined
       under the Copyright Act,1957 and as amended from time to time), invention, discovery, ideas,
       techniques, machines, methods, processes, uses, products, devices, codes, configurations of 
       any kind and improvements made to any of the above, or in any other matter including but not
       limited to computer software, conceived / created / made fully or in part (whether or not during
       regular office / business hours and whether alone or in conjunction with others,) by you, during
       the period of your employment with the Company, shall be disclosed in writing to the Company 
       immediately on such conception, creation or making and shall stand automatically vested in and
       be the sole and exclusive property of the Company. By accepting this employment, you have 
       undertaken to execute and register any and all necessary documents, and do whatever else may
       be necessary as may be determined by the Company in its discretion, at the cost of the Company,
       even after your employment has ended, to further confirm the above ownership rights in favour 
       of the Company. You also explicitly waive all moral rights in your contribution to the business of 
       the Company.

   2. You shall keep all such intellectual property of the Company confidential and shall use all such
       property strictly in accordance with the terms of your employment for the sole benefit of the 
       Company.

Non-Solicitat ion 
 
   1. During your employment with the Company and for the one (1) year period thereafter, you shall
       not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
       entity, knowingly solicit, aid or induce any employee of the Company to leave such employment
       in order to accept employment with or render services to or with any other person, firm, 
       corporation or other entity unaffiliated with the Company or knowingly take any action to 
       materially assist or aid any other person, firm, corporation or other entity in identifying or hiring 
       any such employee.

   2. During your employment with the Company and for the one (1) year period thereafter, you shall 
       not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other 
       entity knowingly solicit, aid, entice or induce any customer or potential customer of the Company
       away from the Company or assist or aid any other persons or entity in identifying or soliciting, 
       enticing etc. any such customer.

   3. The obligations contained in this clause shall survive the termination of your employment with the
       Company and shall be fully enforceable thereafter.
 
 



 

 
Disciplinary Procedures and the Company Policies
In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion.
 
Pending disciplinary action, you may be suspended from service.

Training
You may also be selected or sponsored by the Company for receiving training with the Company’s
associates or other institutions within India or abroad. You will diligently and beneficially, take part in
such trainings and assignments. 

Passpor t  &  Driving License
It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not have it,
you are required to apply for them immediately.
 
Other Rules and Regulat ions
During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company’s discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action,
including dismissal from service, depending on the severity of the violation.
 
Address & Other Details
 
   1. You shall advise the Company of the address to which communications to you should be sent by
post.
       All notices and other communication sent to you at such address shall be deemed to have been 
       properly sent by us and received by you.

   2. You shall keep the Company informed of the changes, if any, in respect of your address and also of
       any change in your civil or marital status and other such matters. Your address / status shall be as 
       last advised by you to the Company (in writing).

Consequences of  Terminat ion
 
On termination / cessation of your employment with the Company, for whatever reason, you will return to
the Company:
   (i)    any item belonging to the Company such as laptop computer with all software and data therein, 
          with details of any passwords which you may have installed;
   (ii)   every Company document (including electronic documents) of whatever description in your 
          possession or control, together with any copies, notes or summaries of such documents and your
          own working papers, for all of which your undertake to make a diligent search;
   (iii)  any other Company property in your possession or control;
   (iv)  immediately repay all outstanding debts and loans due to the Company and the Company is
hereby
          authorized to deduct from any monies due to the Employee a sum in repayment of all or any part
          of any such debts or loans; and
   (v)   Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure 
          and non-competition.



 

 
Warranty
You represent and warrant to the Company that the terms and conditions of your employment are legal,
valid and binding upon you and acceptance of the same by you and the performance of your
obligations pursuant to your employment by the Company does not and will not constitute a breach of,
or conflict with the terms or provisions of, any agreement or understanding to which you are a party
(including, without limitation, any other employment agreement/s).

Jurisdict ion
Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the
Company or any of the terms and conditions of your employment with the Company.
 
Amendments
The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
 

* * * * *



 

Annexure 2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 

1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet
[consolidated/semester-wise]

2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be

treated as you do not have income from any other sources apart from your salary income from
US Technology International Pvt. Ltd.)

 
**Please note that this offer letter covers all the commitments made on behalf of US Technology
International Pvt. Ltd towards your employment with the company. It is your responsibility to ensure that any
or all commitments made verbally during the selection process are documented prior to joining US
Technology. Please note that the company will not be responsible for any verbal commitment made to the
candidate except for those that are specifically documented in these pages.

* * * * *

Offer electronically accepted by: J, Meenakshi Nair 
Offer electronically accepted on: Dec 3, 2019 4:15 PM 
Offer electronically accepted from: 117.230.50.89
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 UST/SO00055490-1-1-1/672154
November 5, 2019

Aleena Avarachan
Ernakulam

Sub: Letter of Offer
Dear Aleena,
 
Thank you for the keen interest you have shown in our organization. Consequent to your application,
interviews and the personal discussions with us, we are pleased to offer you a career with US
Technology International Pvt Ltd. (‘US Technology’). Please accept our heartiest congratulations.
 
If you accept this offer and join our services, you will be designated as “Assoc. Software
Developer”, A1.
 
Your employment will be subject to the Standard Terms and Conditions of Employment of US
Technology and will be governed by various policies, rules and guidelines of US Technology. It will
also be guided by the core values and beliefs of US Technology. Please note that you will also be
required to sign and agree to be bound by The Employee Non-disclosure, Non-solicitation and Non-
competition Agreement when you join the employment of the Company.
 
The Overall compensation offered to you is Rs.350,000.00/- (Rupees Three Lakh Fifty
Thousand ) per annum. Please find details of the compensation and benefits you are being offered in
Annexure 1.
 
This offer of employment with US Technology is subject to the successful completion of your
Background Verification conducted by US Technology or any other agency appointed by US
Technology and confirmation of your medical and physical fitness by a qualified Registered Medical
Practitioner (RMP) nominated by US Technology.
 
By accepting this offer of employment, you will be deemed to confirm that: −
            (i)  Prior to joining our employment, you have terminated your employment with your
                 current/previous employer in accordance with the terms and conditions of the said
                 employment.
            (ii) On joining our employment, there are no continuing obligations or restrictions which apply
                 to you vis−à−vis any of your previous employments.
            (iii)You are not restricted, prohibited or constrained from accepting this offer of employment
                 from US Technology and that you have not, during the course of your previous
employment/s
                 entered into any agreement/arrangement which in any way restricts/prohibits or debars
you 
                 from accepting the offer made by US Technology.
           (iv) That no amounts will be due and payable by you to your previous employer/s.
           (v)  On joining our employment, that you do not have in your possession, nor have you failed
to
                 return, any property including but not limited to any devices, records, data, notes,
                 reports, proposals, lists, correspondence, specifications, drawings, blueprints,
                 sketches, materials, equipment, other documents or property, or reproductions
                 of any aforementioned items belonging to your previous employer/s.

This offer will be valid till November 7, 2019. If this offer of employment is acceptable to you,
please intimate your acceptance of the same by signing the duplicate copy of this letter and returning
it to us on or before November 7, 2019. If you are accepting our offer letter, please send us your
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If you accept this offer of employment, you are required to join your employment on or
before November 7, 2019. If you are unable to report on the above date you are required to inform
us in writing.
 
Please see Annexure 2 for details of the documents you are required to produce at the time of joining.
This offer of employment is subject to production of the said documents. The determination of the
adequacy or authenticity of all or any of the said documents will be at US Technology’s sole
discretion. 

 
We hope you will find this offer acceptable. We are confident that you will contribute to
the values of the organization and wait to welcome you to the US Technology family.
 
 
Sincerely,
for US Technology International Pvt Ltd                                               Accepted 
 

 
Vinesh George                                                                            Aleena Avarachan
Group Manager HR
 
 
 
Encl :    Annexure 1
             Annexure 2
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Annexure 1 (A)
     
         
Name: Aleena Avarachan,
Designated as: “Assoc. Software Developer”
 
Components                                       Monthly Salary  Annual
Basic Salary 8,750.00 105,000.00
House Rent Allowance 3,500.00 42,000.00
Education Allowance 200.00 2,400.00
Bonus Ex-Gratia 1,750.00 21,000.00
Other Allowance 12,729.17 152,750.00
Employer Contribution to PF*** 1,800.00 21,600.00
Gratuity 437.50 5,250.00
Total Monthly Gross 29,166.67 350,000.00
Variable Pay  0.00
Cost to the Company (CTC)  350,000.00

 
    
*** Eligibility for earning the Employer's contribution to Provident Fund is governed
strictly as per the rules under The Employees' Provident Fund & Miscellaneous Provisions
Act, 1952.
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Annexure 1 (B)

Allowances Optional
 
Please note that you have an option to choose between
 (1)  Food Allowance
 (2)  Leave Travel Assistance.

Subject to the detailed rules in relation to each of these allowances, you can avail of any or all of
these four tax-saving allowances. If you do not opt for any of these, the respective amounts will be
taxable and be paid as part of “Other Allowances”.

Food Allowance
Sodexho Coupons will be issued for Rs. 1,000/- , Rs.2500/- or Rs.3000/- against Food Allowance for
those who opt for the same. This will attract 3% service charges. The amount deducted from your
salary against food allowance is entirely non-taxable.
 
Leave travel assistance
LTA (12.5% of basic pay) amount will be non-taxable only on submission of bills and will be paid at
the end of each calendar year against the appropriate enclosures/bills produced with the appropriate
form duly filled as per US Technology’s policy and Income tax laws in force at the time of claim.
Please note that the above non-taxable components may change from time to time according to the
company policy.
 
National Pension Scheme (Optional)
National Pension scheme (NPS) is a pension system regulated by the Pension Fund Regulatory and
Development Authority (PFRDA), with objective to provide social security in India. Enrolment to NPS is
purely voluntary. NPS provide old age retirement income along with tax exemption
 
Gratuity
You will be entitled to payment of gratuity strictly as per rules under the Payment of Gratuity Act,
1972.

Annual Variable Pay
The Variable Pay will be performance-based, and determined based on objective and quantitative
indicators that determine how well you have met the performance objectives. The details of your
objectives, and parameters used for determining the variable pay component will be communicated to
you on joining employment. You will be eligible for bonus only after successful completion of one year
of employment with US Technology.

Tax
Tax implications arising out of this structure would be borne by you.
 
Location
The initial place of work would be Trivandrum - UST Office. US Technology reserves the right to
change your place of work in its sole discretion.

Termination of Service
 
   1. During your employment with US Technology, a notice of two months is required to terminate 
      employment from either side. The Company may terminate your employment by payment in lieu
of 
      the two months notice, without assigning any reason whatsoever, at the sole discretion of the 
      Company.
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   2. You may deliver the notice of termination by hand to your Department Manager or by Registered
post
       to your Department Manager and the notice period shall commence from the date of delivery in
the 
       former case and the date of dispatch in the latter case.  Service of notice of termination from the 
       Company will be deemed to be complete on the date of dispatch of such notice by registered post
to 
       the address furnished by you and available as per our records or on hand delivery of the notice
to 
       you, whichever is earlier. However, where the circumstances so warrant, the Company reserves
the 
       right to terminate your employment with immediate effect.

Increments and Promotions
Your growth in the organization through promotions and salary increments will depend solely on your
performance and contributions to the Company, as determined by the management through periodic
performance appraisals.

Compliance to Quality Standards
You will be required to understand and implement standard procedures evolved at US Technology
International Pvt. Ltd. for SEI CMMI / PCMM. Your attitude toward adherence to standards and
procedure will be an important parameter for consideration while evaluating your performance.
 
Background Verification
You have been employed on the basis of the particulars furnished by you. In case the said particulars
are found to be incorrect or it is found that you have concealed or withheld any relevant facts, your
employment with the Company shall stand terminated / canceled forthwith without any notice.

Medical
Your employment may be terminated forthwith by written notice by the Company, on the basis of
medical advice it deems acceptable, that you have become physically or mentally disabled or
incapacitated during your employment with the Company to such an extent that you are unable to
effectively perform the duties entrusted to you during the course of your employment.
 
Working Hours
The normal working hours are from 8.30 am to 6 pm. Monday through Friday. Saturday and Sunday
are holidays.  The company reserves the right to alter or modify its working hours or holidays
temporarily or permanently.
 
Dress Code
All employees of the company can wear business casuals on all working days. Dress code classification
are as follows:
 
Men                  :          Casual half sleeved shirts, plain polo shirts, Tees with round necks 
                                   (turtle necks included), collars dress shirts, sweaters and turtlenecks
                                   are acceptable attire for work, Suit jackets or sports jackets, Slacks 
                                   that are similar to Dockers cotton or synthetic material pants, wool 
                                   pants, flannel pants and synthetic pants, Chinos, Corduroys, Cargos,
                                   presentable jeans are acceptable.
 
Women             :          Jeans, slacks that are similar to Dockers cotton or synthetic material 
                                   pants, Plain polo shirts, dress shirts, blouses, sweaters and suit jackets.
                                   Casual dresses, kurta churidars/salwars, skirts and skirts that are split 
                                   at or below the knee are acceptable. Casual tops, Tees with round necks,
                                   collars (turtle necks included), Culottes/Parallels (below knee), presentable
                                   jeans Leggings can be worn only with long kurtas or tops.
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Duties and Responsibilities
 
   1. You will be required to serve in the assigned position or in such other capacities, consistent with
your
       status and position in the Company, as may be requested from time to time by the Company.

   2. In the course of your employment, the Company will expect you to display a high standard of 
       initiative, efficiency and economy. You shall diligently, faithfully and to the best of your abilities 
       perform the duties and services related to your assigned post as well as such additional or
different 
       duties and services consistent with your position, as you may be reasonably be directed
to perform 
       by the Company from time to time. For the performance of all such duties and services, you shall 
       use all the knowledge, skill and experience that you possess, to the entire satisfaction of the 
       Company.

   3. You will carry out assignments/projects given to you from time to time with diligence and
devotion 
       and maintain the Company’s image as suppliers of quality software and services.

   4. You shall devote your full time and attention during your employment with the Company
exclusively
       to the business and affairs of the Company and shall not, during your employment with the
Company,
       without the prior written consent of the Company, directly or indirectly, carry on or be engaged, 
       concerned or interested in any manner whatsoever in any other employment, business, trade or 
       occupation, either on a part-time or full-time basis, in an honorary capacity or otherwise, either 
       during or after normal business hours. 

Confidentiality
 
   1. You agree to sign and be bound by the terms of the Non-Disclosure, Non-Solicitation And Non-
       Competition Agreement required to be signed by you during the term of your employment with
       the Company and at all times thereafter.

   2. Further, the Executive also agrees to comply with the terms of any policies of the Company
       relating to the protection of confidential information from time to time.

   3. You are also required to strictly maintain as confidential and not divulge or communicate in 
       any manner, any information regarding your remuneration / terms of employment to any other
       employee of the Company except your immediate superior. Any such disclosure will be 
       considered a serious misconduct and breach of the terms of your employment.

Posting / Transfer of Service
While your initial place of work is as intimated in your Letter of Offer, you are liable to be transferred
to any department / division of the Company / its business associates’ / clients, in India or abroad, as
required by the exigencies of the business at the discretion of the Company.
 You may be required, from time to time, to travel to locations outside your place of posting, within
India and abroad, on short notice.

Travel
You may be required, from time to time, to travel to locations outside your place of posting, within
India and abroad, on short notice.
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Expenses
Upon presentation of appropriate documentation, the Company shall reimburse to you all reasonable
and necessary out-of-pocket expenses, including travel expenses, actually incurred by you in the
course of your employment. The Company has policies and procedures in relation to the
reimbursement of such expenses that may be revised from time to time. The reimbursement of
expenses shall be subject to the same having been incurred and accounted for in accordance with the
said policies and procedures in effect. The Company reserves the right to correct an adverse expense
balance by making the necessary deductions from any amounts due to you from the Company.
 
Intellectual Property Rights
 
   1. Your duties in the course of your employment are expected to generate programs, softwares,
       tools, workflows, in which copyright or other intellectual property may subsist. All intellectual 
       property rights, in India and abroad, for the full term of such rights, in any “work” (as defined
       under the Copyright Act,1957 and as amended from time to time), invention, discovery, ideas,
       techniques, machines, methods, processes, uses, products, devices, codes, configurations of 
       any kind and improvements made to any of the above, or in any other matter including but not
       limited to computer software, conceived / created / made fully or in part (whether or not during
       regular office / business hours and whether alone or in conjunction with others,) by you, during
       the period of your employment with the Company, shall be disclosed in writing to the Company 
       immediately on such conception, creation or making and shall stand automatically vested in and
       be the sole and exclusive property of the Company. By accepting this employment, you have 
       undertaken to execute and register any and all necessary documents, and do whatever else may
       be necessary as may be determined by the Company in its discretion, at the cost of the
Company,
       even after your employment has ended, to further confirm the above ownership rights in favour 
       of the Company. You also explicitly waive all moral rights in your contribution to the business of 
       the Company.

   2. You shall keep all such intellectual property of the Company confidential and shall use all such
       property strictly in accordance with the terms of your employment for the sole benefit of the 
       Company.

Non-Solicitation 
 
   1. During your employment with the Company and for the one (1) year period thereafter, you shall
       not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other
       entity, knowingly solicit, aid or induce any employee of the Company to leave such employment
       in order to accept employment with or render services to or with any other person, firm, 
       corporation or other entity unaffiliated with the Company or knowingly take any action to 
       materially assist or aid any other person, firm, corporation or other entity in identifying or hiring 
       any such employee.

   2. During your employment with the Company and for the one (1) year period thereafter, you shall 
       not, directly or indirectly, individually or on behalf of any other person, firm, corporation or other 
       entity knowingly solicit, aid, entice or induce any customer or potential customer of the Company
       away from the Company or assist or aid any other persons or entity in identifying or soliciting, 
       enticing etc. any such customer.

   3. The obligations contained in this clause shall survive the termination of your employment with the
       Company and shall be fully enforceable thereafter.
 
 



11/6/2019 eOffer Content

https://ustglobal.taleo.net/careersection/careersection/offers/myOfferListView.jsf 9/12

 

 
Disciplinary Procedures and the Company Policies
In addition to the terms specified herein, you shall be liable for disciplinary action including warning,
deduction from remuneration, suspension, demotion, denial of promotion and/or increment, discharge,
dismissal etc. for acts and omissions constituting misconduct and violations of the code of behavior in
accordance with the policy of the Company. The said policy shall be treated as part and parcel of this
Agreement. The Company may amend / alter the said Policy at its sole discretion.
 
Pending disciplinary action, you may be suspended from service.

Training
You may also be selected or sponsored by the Company for receiving training with the Company’s
associates or other institutions within India or abroad. You will diligently and beneficially, take part in
such trainings and assignments. 

Passport & Driving License
It is very important for you to have a valid passport and a 4 wheeler-driving license. If you do not
have it, you are required to apply for them immediately.
 
Other Rules and Regulations
During your employment with the Company, you shall be subject to such rules and regulations and
policies of the Company as may be made applicable and revised at the Company’s discretion from time
to time, irrespective of whether the rules and regulations or policies or any changes therein are
individually notified to you. The rules and regulations are documented in the employee hand book and
also published in the company intranet. We request you to go through the same. You are required to
adhere to them strictly, failing which the Company reserves the right to take appropriate action,
including dismissal from service, depending on the severity of the violation.
 
Address & Other Details
 
   1. You shall advise the Company of the address to which communications to you should be sent by
post.
       All notices and other communication sent to you at such address shall be deemed to have been 
       properly sent by us and received by you.

   2. You shall keep the Company informed of the changes, if any, in respect of your address and also
of
       any change in your civil or marital status and other such matters. Your address / status shall be
as 
       last advised by you to the Company (in writing).

Consequences of Termination
 
On termination / cessation of your employment with the Company, for whatever reason, you will
return to the Company:
   (i)    any item belonging to the Company such as laptop computer with all software and data
therein, 
          with details of any passwords which you may have installed;
   (ii)   every Company document (including electronic documents) of whatever description in your 
          possession or control, together with any copies, notes or summaries of such documents and
your
          own working papers, for all of which your undertake to make a diligent search;
   (iii)  any other Company property in your possession or control;
   (iv)  immediately repay all outstanding debts and loans due to the Company and the Company is
hereby
          authorized to deduct from any monies due to the Employee a sum in repayment of all or any
part
          of any such debts or loans; and
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   (v)   Strictly comply with all continuing obligations including obligations of confidentiality, non-
disclosure 
          and non-competition.
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Warranty
You represent and warrant to the Company that the terms and conditions of your employment are
legal, valid and binding upon you and acceptance of the same by you and the performance of your
obligations pursuant to your employment by the Company does not and will not constitute a breach
of, or conflict with the terms or provisions of, any agreement or understanding to which you are a
party (including, without limitation, any other employment agreement/s).

Jurisdiction
Your employment shall be governed by and construed in accordance with the laws of India and the
courts of Trivandrum shall have the jurisdiction, to the exclusion of any other Courts that may have
jurisdiction, to decide any dispute arising from or in connection with your employment with the
Company or any of the terms and conditions of your employment with the Company.
 
Amendments
The Company, at its discretion, may alter, replace or annul any of the above, should circumstances so
warrant either as a result of statute or otherwise.

 
 

* * * * *
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Annexure 2
 
Documents to be furnished at the time of joining
 
The following documents are required to be produced at the time of joining:
 

1. Highest qualification certificate [convocation certificate / provisional certificate] and mark sheet
[consolidated/semester-wise]

2. Relieving letter/resignation acceptance letter from most recent employer (if any)
3. Latest 3 salary slip or salary certificate from most recent employer
4. Experience certificate from all previous employers
5. UST offer letter signed
6. Passport (with ECNR stamp)
7. Proof of identity i.e. PAN card, Aadhar Card and Passport
8. Passport size photograph (1 copy)
9. Your income & investment declaration in the Form 12C. (Non-submission of this form will be

treated as you do not have income from any other sources apart from your salary income from
US Technology International Pvt. Ltd.)

 
**Please note that this offer letter covers all the commitments made on behalf of US Technology

International Pvt. Ltd towards your employment with the company. It is your responsibility to ensure

that any or all commitments made verbally during the selection process are documented prior to

joining US Technology. Please note that the company will not be responsible for any verbal

commitment made to the candidate except for those that are specifically documented in these pages.

* * * * *

Offer electronically accepted by: Avarachan, Aleena 
Offer electronically accepted on: Nov 6, 2019 11:15 AM 
Offer electronically accepted from: 223.228.133.148
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear Pooja Jayakrishnan,  
 

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

 
1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

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

 

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

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

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

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

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

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

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Pooja Jayakrishnan                                                                                                    
                                                                                             
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be 
eligible for payment of gratuity as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 

 
 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
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Sensitivity: Internal & Restricted 

 
 

APPOINTMENT LETTER 
 
 
May 8, 2019  
 
 
 

Dear Aswathy A,  
 

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

 
1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

 
 

2. Compensation:  
 
 

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
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Sensitivity: Internal & Restricted 

Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  

 

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

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
 
 
 
 



8280928 

  

Page 5 

 

  

                          

 

Sensitivity: Internal & Restricted 

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

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

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

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

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

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Aswathy A                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be 
eligible for payment of gratuity as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear Rebecca Joshua,  
 

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

 
1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

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

 

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

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

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

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

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

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

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Rebecca Joshua                                                                                                    
                                                                                             
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be 
eligible for payment of gratuity as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 

 
 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear Sajeeha K S,  
 

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

1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be  deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

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

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  
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d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy  and /or enforce  remedies available to 
us under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that  the specific performance of the  terms of this employment contract may be  
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on  the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

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

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

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

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

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 

 
DECLARATION ON CONFLICT OF INTEREST 

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

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 
Report Trading (Code) by Insiders 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 
 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 

 
SALARY OFFER SHEET 

                            
 
Name : Sajeeha K S                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees  will be 
eligible for payment of gratuity  as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 

 
 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year. 
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APPOINTMENT LETTER 
 
 
May 10, 2019  
 
 
 

Dear Alex Mathew,  
 

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

1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be  deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company  during your period of 

employment and other relevant criteria.  
 

 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  
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d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy  and /or enforce  remedies available to 
us under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that  the specific performance of the  terms of this employment contract may be  
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on  the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 
 

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

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

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

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

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

 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
 
 
 
 

 
 
 



8481916 

 

 

Page 8 
 

 
 

  

                         

 

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

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Alex Mathew                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees  will be 
eligible for payment of gratuity  as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 
 

I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 

 
 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year. 
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APPOINTMENT LETTER 
 
 
May 13, 2019  
 
 
 

Dear Aswathy Mohanan,  
 

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

 
1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be  deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

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

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  
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d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy  and /or enforce  remedies available to 
us under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that  the specific performance of the  terms of this employment contract may be  
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on  the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 
 

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

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

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

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

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

 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



8380533 

 

Page 7 

 
 

 
 

  

                         

 

ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Aswathy Mohanan                                                                                                    
                                                                                             
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees  will be 
eligible for payment of gratuity  as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
 

I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 

 
 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year. 
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear T A Deepthy,  
 

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

 
1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

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

 

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

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
 
 
 
 



8383612 

  

Page 5 

 

  

                          

 

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

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

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

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

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

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : T A Deepthy                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be 
eligible for payment of gratuity as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
                                                                                                                                                               
 
 
 
 
 
 
 
 
                                                              
 
 
 
 



8383612 

  

Page 14 

 

  

                          

 

 
 

SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
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APPOINTMENT LETTER 
 
 
May 7, 2019  
 
 
 

Dear Neha Jayan,  
 

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

 
1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

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

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

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

You will be eligible for: 
 

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

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

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

from time to time.  
 

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

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

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

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

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

band and stream. 
 

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

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

 

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

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

4. Responsibilities: 
 
 

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

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

 

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

 

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

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

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

party or to terminate his business relationship with the Company. 

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

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

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

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
 
 
 
 



8482439 

  

Page 5 

 

  

                          

 

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

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

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

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

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

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

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

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

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

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

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

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

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

a. processing my job application including background verification checks;  
  

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

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Neha Jayan                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees  will be 
eligible for payment of gratuity  as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

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

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

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

1. Leave Travel Allowance: 

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

 
2. Telephone/Mobile Phone Allowances: 

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

3. Non-transferable Meal card: 

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

4. Education Allowance: 

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

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

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

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

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

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

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

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear Jovito Thomas,  
 

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

1. Appointment Details:  
  

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

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be  deemed to have been extended. 

c. The retirement age is 58 years. 
 

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

e. We provide support to our global customers through various Company locations in India to suit 
customer requirements by operating 24x7. You would be operating from any of these locations and in 
any of the shifts, including night shift, as may be decided by the Company, keeping in mind the 
business needs and deliverables to customers. 
 

f. This offer of appointment is subject to your successful completion of all curricular requirements as laid 
down by the University/Institution for award of the degree/diploma and the requirements, including 
aggregate, specified by the Company for your role, and any other criteria specified by the Company in 
terms of your educational qualifications on/before the date of appointment.  
 

g.  The copy of this letter duly signed by you, has to be mandatorily submitted on the date of joining, 
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2. Compensation:  
 
 

You will be eligible for: 
 

a. Compensation and benefits in accordance with Annexure III - Salary Offer Sheet. 
 

b. Variable Pay - The details of this component are listed in Annexure V. The Variable Pay program may 
be changed or modified in part or full thereof from time to time, at the sole discretion of  the Company. 
 

c. Other compensation and benefits in accordance with Company policy as modified and intimated to you 

from time to time.  
 

d. Your salary will be reviewed periodically as per Company policy. 
 

e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 
of your effective performance and the performance results of the Company  during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

a. Leave, holidays and working hours as applicable to your stream and location of posting.  
 

b. Perquisites, if any, as applicable to your band and stream and / or based on functional requirements as 
determined by the Company.  

 
c. Participation in the Company’s Provident Fund Scheme (PF) as per the policies applicable to your 

band and stream. 
 

d. Leave Travel Assistance (LTA) as per the Company’s policy.  
 

e. Wipro Medical Assistance Scheme (MAS) provided you are not covered under the purview of the ESI 
Act. Contributory Medical Insurance for your band.  

 

f. Employee Benefits Program sponsored and administered by the Company for management 
employees, comprising of pension plan or gratuity plan, survivor benefit plan and industrial injury 
benefits. 
 

g. Please refer to the detailed policies in the Company’s intranet portal i.e. mywipro.wipro.com 

4. Responsibilities: 
 
 

a. In view of your position and office, you would be expected to perform all responsibilities effectively, 
diligently and to the best of your ability and ensure results. There may be times when you will be 
expected to work extra hours to achieve the above when the job so requires. At all times, you are 
required not to engage in activities that have or will have an adverse impact on the reputation / image 
and business of the Company, whether directly or indirectly.  
 

b. You may be required to undertake travel for business purposes for which you will be eligible for 
reimbursement of travel expenses as per the Company policy applicable to you.  

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  
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d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

ii. Any customer or vendor of the Company to move his existing business with the Company to a third 

party or to terminate his business relationship with the Company. 

iii. Any existing employee to become associated with, or perform services of any type for any third 

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

a. In consideration of the opportunities, training and access to new techniques and know-how that will be 
made available to you, you will be required to comply with the Confidentiality Policy of the Company. 
Therefore, please maintain all Confidential Information as defined from time to time in the 
Confidentiality Policy of the Company, as secret and confidential and do not use or disclose any such 
Confidential Information except as may be required under obligation of law or as may be required by 
the Company and in the course of your employment. This covenant shall endure during your 
employment and beyond the cessation of your employment with the Company (irrespective of the 
circumstances of, or the reasons for, the cessation).  
 

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy  and /or enforce  remedies available to 
us under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that  the specific performance of the  terms of this employment contract may be  
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on  the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

 
i. You have not scored minimum aggregate marks of 60% in your 10th Standard or 

equivalent education. 
ii. You have not scored minimum aggregate marks of 60% in your 12th Standard or 

equivalent education. 
iii. For Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation. 
iv. For Post Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
10. Training Agreement: 

 
As part of your smooth transition from campus to corporate, the Company shall be providing you 
extensive training through learning interventions from the time of your selection to on-boarding.  You 
shall be provided an opportunity to learn in Pre-Joining programs, Self-directed learning modules, 
MOOCs, in-classroom learning, on-the-job training, Top Gear modules, and / or customer specific tools 
and technology learning. Through this extensive training the Company makes significant investment for 
your project readiness and successful journey in the projects. In consideration of the Company 
reposing confidence in you and providing you with the opportunity to undergo the training as detailed 
above and in consideration of the company bearing all the costs in connection with the training besides 
paying you normal salary and benefits, you solemnly agree to complete the training and continue your 
employment with the company for a period of atleast 12 months commencing from the date of your 
joining. In case you choose to leave the Company before the expiration of the said period or if your 
services are terminated before the expiration of the said period, for any reason whatsoever, you shall 
be liable to pay to the Company liquidated damages of upto Rs. 75,000/-(Rupees Seventy Five 
Thousand only) in the manner defined in the training agreement, signed by you with the Company. 

 
11. Notice Period & Termination: 
 
Your employment with the Company shall be terminable, without reasons, by either party giving one-month 
notice during probationary period and three months’ notice on confirmation. The Company reserves the right to 
pay or recover salary in lieu of notice period. Further, the Company may at its discretion relieve you from such 
date as it may deem fit even prior to the expiry of the notice period. However, if the Company desires you to 
continue the employment during the notice period you shall do so. Notice period and termination of 
employment contract shall be governed by the applicable internal policies of the Company as updated from 
time to time. 
 

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 

 
DECLARATION ON CONFLICT OF INTEREST 

 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
 
 
 
 

 
 



8469777 

 

 

Page 8 
 

 
 

  

                         

 

Compliance to Company’s Code of Conduct to Regulate, Monitor and 
Report Trading (Code) by Insiders 

 
Insider Trading is prohibited by both Law as well as by Wipro Limited’s (hereinafter to as the “Company”) 
internal policy. Insider trading generally involves the act of subscribing/buying/ selling or dealing in the 
Company’s Securities, while in possession of any Unpublished Price Sensitive Information (hereinafter referred 
to as “UPSI”) about the Company. It also involves disclosing or procuring any UPSI about the Company to/from 
others who could subscribe or buy or sell or deal in the Company’s Securities.  
As an employee of the Company you are considered as an Insider and accordingly advised as below: 

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 
 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

I --------------------------, confirm that I am voluntarily sharing my Personal Information including documents with 
Wipro Limited (‘Wipro’) for  the following purposes: 
 

a. validating my Curriculum Vitae and retaining records on the same for any future reference/verification;  
 

a. processing my job application including background verification checks;  
  

b. employment-related actions including record keeping, processing compensation and benefits and any 
action required in the context of my employment with Wipro. 

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 

 
SALARY OFFER SHEET 

                            
 
Name : Jovito Thomas                                                                                                    
                                                                                             
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees  will be 
eligible for payment of gratuity  as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



8469777 

 

 

Page 12 
 

 
 

  

                         

 

 
 
 
 

 
ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

 
Variable Pay is a variable component in your salary stack which would be paid out on a quarterly basis. It 
would be linked to the following parameters: 

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

Wipro Benefits Plan (WBP) is basket of various allowances/ expenses considered for Income Tax exemption. 
Under WBP, you will be granted Leave Travel Allowance and Education Allowance. Benefits regarding the use 
of Telephone/Mobile phone, Non-transferable Meal card can also be availed under the Plan. The actual 
expenses incurred towards these components are eligible for exemption as per the prescribed Income Tax 
rules applicable. Thus, you will be subjected to tax for the portion of the allowances that is not exempt. The 
Income Tax exemption for benefits availed are subject to submission of proofs or other conditions as may be 
prescribed in this policy. Wipro will grant a Group Allowance, which will be computed after reducing the 
aggregate cost of allowances/benefits availed under WBP and related recovery of Perquisite Tax and 
associated charges. Following are your WBP Entitlements: 

1. Leave Travel Allowance: 

New employees are eligible for LTA provided leave is taken as per the rules of Wipro. For details on 
Income Tax exemption please refer to myWipro on joining. The maximum LTA that can be considered 
for IT exemption is Rs 50,000. 

 
2. Telephone/Mobile Phone Allowances: 

The amounts paid by you towards telephone rentals (both landline and mobile) rentals are also 
towards broadband/ modem hub/ routers/ GPRS etc. for internet usage plans are eligible for IT 
exception up to Rs. 19,800 per annum under WBP as per prescribed limit in the policy. No expenses in 
respect of rentals or other charges for pre-paid connections will be eligible under this head. 

3. Non-transferable Meal card: 

An amount of Rs. 1100 / 2,750 per month towards purchase of Non-Transferable Meal 
card is eligible for IT exemption under WBP. 

4. Education Allowance: 

An amount of Rs.100 (additional 300 in case of child in hostel) per child per month up to a maximum of 
2 children is eligible for IT exemption under WBP. 
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5. New Pension System: 

You can contribute between 5% up to 10% of your Basic towards NPS and declare it under WBP. This 
will be over and above Sec 80C investments. 

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

a. Notional sum indicating contribution of 5.31 % of your basic towards provision for gratuity. 

            Employees will be eligible for payment of gratuity as per the Wipro policy on the same. 

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

I.e. 15,000 x 20 x 2.7%* x 80% = Rs. 6,480 per month as supplementary pension payable. *Grade Factor is a 

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year. 
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear Anandkrishna J,  
 

 
Welcome to Wipro Limited (Company/Wipro’) and congratulations on your appointment as Project Engineer. 
The  terms of your employment  with the Company  is listed below.   Please be informed that the terms may be 
modified pursuant to changes in the Company policy updated from time to time. 
 

1. Appointment Details:  
  

a. The date of appointment is effective from the date of joining, unless otherwise communicated in writing 

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be  deemed to have been extended. 

c. The retirement age is 58 years. 
 

d. You may be transferred to any other location, department, function, establishment, or branch of the 
Company or subsidiary, associate or affiliate company ,in such capacity as the Company may from 
time to time determine. In such a case, you will be governed by the terms and conditions of service 
applicable to the new assignment including compensation, working hours, holidays, leave, people 
policies, etc.  
 

e. We provide support to our global customers through various Company locations in India to suit 
customer requirements by operating 24x7. You would be operating from any of these locations and in 
any of the shifts, including night shift, as may be decided by the Company, keeping in mind the 
business needs and deliverables to customers. 
 

f. This offer of appointment is subject to your successful completion of all curricular requirements as laid 
down by the University/Institution for award of the degree/diploma and the requirements, including 
aggregate, specified by the Company for your role, and any other criteria specified by the Company in 
terms of your educational qualifications on/before the date of appointment.  
 

g.  The copy of this letter duly signed by you, has to be mandatorily submitted on the date of joining, 
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2. Compensation:  
 
 

You will be eligible for: 
 

a. Compensation and benefits in accordance with Annexure III - Salary Offer Sheet. 
 

b. Variable Pay - The details of this component are listed in Annexure V. The Variable Pay program may 
be changed or modified in part or full thereof from time to time, at the sole discretion of  the Company. 
 

c. Other compensation and benefits in accordance with Company policy as modified and intimated to you 

from time to time.  
 

d. Your salary will be reviewed periodically as per Company policy. 
 

e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 
of your effective performance and the performance results of the Company  during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

a. Leave, holidays and working hours as applicable to your stream and location of posting.  
 

b. Perquisites, if any, as applicable to your band and stream and / or based on functional requirements as 
determined by the Company.  

 
c. Participation in the Company’s Provident Fund Scheme (PF) as per the policies applicable to your 

band and stream. 
 

d. Leave Travel Assistance (LTA) as per the Company’s policy.  
 

e. Wipro Medical Assistance Scheme (MAS) provided you are not covered under the purview of the ESI 
Act. Contributory Medical Insurance for your band.  

 

f. Employee Benefits Program sponsored and administered by the Company for management 
employees, comprising of pension plan or gratuity plan, survivor benefit plan and industrial injury 
benefits. 
 

g. Please refer to the detailed policies in the Company’s intranet portal i.e. mywipro.wipro.com 

4. Responsibilities: 
 
 

a. In view of your position and office, you would be expected to perform all responsibilities effectively, 
diligently and to the best of your ability and ensure results. There may be times when you will be 
expected to work extra hours to achieve the above when the job so requires. At all times, you are 
required not to engage in activities that have or will have an adverse impact on the reputation / image 
and business of the Company, whether directly or indirectly.  
 

b. You may be required to undertake travel for business purposes for which you will be eligible for 
reimbursement of travel expenses as per the Company policy applicable to you.  

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  
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d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

ii. Any customer or vendor of the Company to move his existing business with the Company to a third 

party or to terminate his business relationship with the Company. 

iii. Any existing employee to become associated with, or perform services of any type for any third 

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

a. In consideration of the opportunities, training and access to new techniques and know-how that will be 
made available to you, you will be required to comply with the Confidentiality Policy of the Company. 
Therefore, please maintain all Confidential Information as defined from time to time in the 
Confidentiality Policy of the Company, as secret and confidential and do not use or disclose any such 
Confidential Information except as may be required under obligation of law or as may be required by 
the Company and in the course of your employment. This covenant shall endure during your 
employment and beyond the cessation of your employment with the Company (irrespective of the 
circumstances of, or the reasons for, the cessation).  
 

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy  and /or enforce  remedies available to 
us under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that  the specific performance of the  terms of this employment contract may be  
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on  the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

 
i. You have not scored minimum aggregate marks of 60% in your 10th Standard or 

equivalent education. 
ii. You have not scored minimum aggregate marks of 60% in your 12th Standard or 

equivalent education. 
iii. For Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation. 
iv. For Post Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
10. Training Agreement: 

 
As part of your smooth transition from campus to corporate, the Company shall be providing you 
extensive training through learning interventions from the time of your selection to on-boarding.  You 
shall be provided an opportunity to learn in Pre-Joining programs, Self-directed learning modules, 
MOOCs, in-classroom learning, on-the-job training, Top Gear modules, and / or customer specific tools 
and technology learning. Through this extensive training the Company makes significant investment for 
your project readiness and successful journey in the projects. In consideration of the Company 
reposing confidence in you and providing you with the opportunity to undergo the training as detailed 
above and in consideration of the company bearing all the costs in connection with the training besides 
paying you normal salary and benefits, you solemnly agree to complete the training and continue your 
employment with the company for a period of atleast 12 months commencing from the date of your 
joining. In case you choose to leave the Company before the expiration of the said period or if your 
services are terminated before the expiration of the said period, for any reason whatsoever, you shall 
be liable to pay to the Company liquidated damages of upto Rs. 75,000/-(Rupees Seventy Five 
Thousand only) in the manner defined in the training agreement, signed by you with the Company. 

 
11. Notice Period & Termination: 
 
Your employment with the Company shall be terminable, without reasons, by either party giving one-month 
notice during probationary period and three months’ notice on confirmation. The Company reserves the right to 
pay or recover salary in lieu of notice period. Further, the Company may at its discretion relieve you from such 
date as it may deem fit even prior to the expiry of the notice period. However, if the Company desires you to 
continue the employment during the notice period you shall do so. Notice period and termination of 
employment contract shall be governed by the applicable internal policies of the Company as updated from 
time to time. 
 

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 

 
DECLARATION ON CONFLICT OF INTEREST 

 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 
Report Trading (Code) by Insiders 

 
Insider Trading is prohibited by both Law as well as by Wipro Limited’s (hereinafter to as the “Company”) 
internal policy. Insider trading generally involves the act of subscribing/buying/ selling or dealing in the 
Company’s Securities, while in possession of any Unpublished Price Sensitive Information (hereinafter referred 
to as “UPSI”) about the Company. It also involves disclosing or procuring any UPSI about the Company to/from 
others who could subscribe or buy or sell or deal in the Company’s Securities.  
As an employee of the Company you are considered as an Insider and accordingly advised as below: 

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 
 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

I --------------------------, confirm that I am voluntarily sharing my Personal Information including documents with 
Wipro Limited (‘Wipro’) for  the following purposes: 
 

a. validating my Curriculum Vitae and retaining records on the same for any future reference/verification;  
 

a. processing my job application including background verification checks;  
  

b. employment-related actions including record keeping, processing compensation and benefits and any 
action required in the context of my employment with Wipro. 

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 

 
SALARY OFFER SHEET 

                            
 
Name : Anandkrishna J                                                                                                    
                                                                                             
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees  will be 
eligible for payment of gratuity  as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

 
Variable Pay is a variable component in your salary stack which would be paid out on a quarterly basis. It 
would be linked to the following parameters: 

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

Wipro Benefits Plan (WBP) is basket of various allowances/ expenses considered for Income Tax exemption. 
Under WBP, you will be granted Leave Travel Allowance and Education Allowance. Benefits regarding the use 
of Telephone/Mobile phone, Non-transferable Meal card can also be availed under the Plan. The actual 
expenses incurred towards these components are eligible for exemption as per the prescribed Income Tax 
rules applicable. Thus, you will be subjected to tax for the portion of the allowances that is not exempt. The 
Income Tax exemption for benefits availed are subject to submission of proofs or other conditions as may be 
prescribed in this policy. Wipro will grant a Group Allowance, which will be computed after reducing the 
aggregate cost of allowances/benefits availed under WBP and related recovery of Perquisite Tax and 
associated charges. Following are your WBP Entitlements: 

1. Leave Travel Allowance: 

New employees are eligible for LTA provided leave is taken as per the rules of Wipro. For details on 
Income Tax exemption please refer to myWipro on joining. The maximum LTA that can be considered 
for IT exemption is Rs 50,000. 

 
2. Telephone/Mobile Phone Allowances: 

The amounts paid by you towards telephone rentals (both landline and mobile) rentals are also 
towards broadband/ modem hub/ routers/ GPRS etc. for internet usage plans are eligible for IT 
exception up to Rs. 19,800 per annum under WBP as per prescribed limit in the policy. No expenses in 
respect of rentals or other charges for pre-paid connections will be eligible under this head. 

3. Non-transferable Meal card: 

An amount of Rs. 1100 / 2,750 per month towards purchase of Non-Transferable Meal 
card is eligible for IT exemption under WBP. 

4. Education Allowance: 

An amount of Rs.100 (additional 300 in case of child in hostel) per child per month up to a maximum of 
2 children is eligible for IT exemption under WBP. 
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5. New Pension System: 

You can contribute between 5% up to 10% of your Basic towards NPS and declare it under WBP. This 
will be over and above Sec 80C investments. 

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

a. Notional sum indicating contribution of 5.31 % of your basic towards provision for gratuity. 

            Employees will be eligible for payment of gratuity as per the Wipro policy on the same. 

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 

 

 

 

 

 

 

 

 

 

 

 

 

 



8470849 

 

 

Page 17 
 

 
 

  

                         

 

Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

I.e. 15,000 x 20 x 2.7%* x 80% = Rs. 6,480 per month as supplementary pension payable. *Grade Factor is a 

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year. 
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APPOINTMENT LETTER 
 
 
May 8, 2019  
 
 
 

Dear Jinu Manoj,  
 

Welcome to Wipro Limited (Company/Wipro’) and congratulations on your appointment as Project Engineer. 
The terms of your employment with the Company is listed below. Please be informed that the terms may be 
modified pursuant to changes in the Company policy updated from time to time. 
 

 
1. Appointment Details:  
  

a. The date of appointment is effective from the date of joining, unless otherwise communicated in writing 

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

d. You may be transferred to any other location, department, function, establishment, or branch of the 
Company or subsidiary, associate or affiliate company ,in such capacity as the Company may from 
time to time determine. In such a case, you will be governed by the terms and conditions of service 
applicable to the new assignment including compensation, working hours, holidays, leave, people 
policies, etc.  
 

e. We provide support to our global customers through various Company locations in India to suit 
customer requirements by operating 24x7. You would be operating from any of these locations and in 
any of the shifts, including night shift, as may be decided by the Company, keeping in mind the 
business needs and deliverables to customers. 
 

f. This offer of appointment is subject to your successful completion of all curricular requirements as laid 
down by the University/Institution for award of the degree/diploma and the requirements, including 
aggregate, specified by the Company for your role, and any other criteria specified by the Company in 
terms of your educational qualifications on/before the date of appointment.  
 

g.  The copy of this letter duly signed by you, has to be mandatorily submitted on the date of joining, 
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2. Compensation:  
 
 

You will be eligible for: 
 

a. Compensation and benefits in accordance with Annexure III - Salary Offer Sheet. 
 

b. Variable Pay - The details of this component are listed in Annexure V. The Variable Pay program may 
be changed or modified in part or full thereof from time to time, at the sole discretion of the Company. 
 

c. Other compensation and benefits in accordance with Company policy as modified and intimated to you 

from time to time.  
 

d. Your salary will be reviewed periodically as per Company policy. 

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

a. Leave, holidays and working hours as applicable to your stream and location of posting.  
 

b. Perquisites, if any, as applicable to your band and stream and / or based on functional requirements as 
determined by the Company.  

 
c. Participation in the Company’s Provident Fund Scheme (PF) as per the policies applicable to your 

band and stream. 
 

d. Leave Travel Assistance (LTA) as per the Company’s policy.  
 

e. Wipro Medical Assistance Scheme (MAS) provided you are not covered under the purview of the ESI 
Act. Contributory Medical Insurance for your band.  

 

f. Employee Benefits Program sponsored and administered by the Company for management 
employees, comprising of pension plan or gratuity plan, survivor benefit plan and industrial injury 
benefits. 
 

g. Please refer to the detailed policies in the Company’s intranet portal i.e. mywipro.wipro.com 

4. Responsibilities: 
 
 

a. In view of your position and office, you would be expected to perform all responsibilities effectively, 
diligently and to the best of your ability and ensure results. There may be times when you will be 
expected to work extra hours to achieve the above when the job so requires. At all times, you are 
required not to engage in activities that have or will have an adverse impact on the reputation / image 
and business of the Company, whether directly or indirectly.  
 

b. You may be required to undertake travel for business purposes for which you will be eligible for 
reimbursement of travel expenses as per the Company policy applicable to you.  

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
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Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  

 

d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

ii. Any customer or vendor of the Company to move his existing business with the Company to a third 

party or to terminate his business relationship with the Company. 

iii. Any existing employee to become associated with, or perform services of any type for any third 

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

a. In consideration of the opportunities, training and access to new techniques and know-how that will be 
made available to you, you will be required to comply with the Confidentiality Policy of the Company. 
Therefore, please maintain all Confidential Information as defined from time to time in the 
Confidentiality Policy of the Company, as secret and confidential and do not use or disclose any such 
Confidential Information except as may be required under obligation of law or as may be required by 
the Company and in the course of your employment. This covenant shall endure during your 
employment and beyond the cessation of your employment with the Company (irrespective of the 
circumstances of, or the reasons for, the cessation).  
 

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

 
i. You have not scored minimum aggregate marks of 60% in your 10th Standard or 

equivalent education. 
ii. You have not scored minimum aggregate marks of 60% in your 12th Standard or 

equivalent education. 
iii. For Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation. 
iv. For Post Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

 
As part of your smooth transition from campus to corporate, the Company shall be providing you 
extensive training through learning interventions from the time of your selection to on-boarding.  You 
shall be provided an opportunity to learn in Pre-Joining programs, Self-directed learning modules, 
MOOCs, in-classroom learning, on-the-job training, Top Gear modules, and / or customer specific tools 
and technology learning. Through this extensive training the Company makes significant investment for 
your project readiness and successful journey in the projects. In consideration of the Company 
reposing confidence in you and providing you with the opportunity to undergo the training as detailed 
above and in consideration of the company bearing all the costs in connection with the training besides 
paying you normal salary and benefits, you solemnly agree to complete the training and continue your 
employment with the company for a period of atleast 12 months commencing from the date of your 
joining. In case you choose to leave the Company before the expiration of the said period or if your 
services are terminated before the expiration of the said period, for any reason whatsoever, you shall 
be liable to pay to the Company liquidated damages of upto Rs. 75,000/-(Rupees Seventy Five 
Thousand only) in the manner defined in the training agreement, signed by you with the Company. 

 
11. Notice Period & Termination: 
 
Your employment with the Company shall be terminable, without reasons, by either party giving one-month 
notice during probationary period and three months’ notice on confirmation. The Company reserves the right to 
pay or recover salary in lieu of notice period. Further, the Company may at its discretion relieve you from such 
date as it may deem fit even prior to the expiry of the notice period. However, if the Company desires you to 
continue the employment during the notice period you shall do so. Notice period and termination of 
employment contract shall be governed by the applicable internal policies of the Company as updated from 
time to time. 
 

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

Insider Trading is prohibited by both Law as well as by Wipro Limited’s (hereinafter to as the “Company”) 
internal policy. Insider trading generally involves the act of subscribing/buying/ selling or dealing in the 
Company’s Securities, while in possession of any Unpublished Price Sensitive Information (hereinafter referred 
to as “UPSI”) about the Company. It also involves disclosing or procuring any UPSI about the Company to/from 
others who could subscribe or buy or sell or deal in the Company’s Securities.  
As an employee of the Company you are considered as an Insider and accordingly advised as below: 

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

I --------------------------, confirm that I am voluntarily sharing my Personal Information including documents with 
Wipro Limited (‘Wipro’) for  the following purposes: 
 

a. validating my Curriculum Vitae and retaining records on the same for any future reference/verification;  
 

a. processing my job application including background verification checks;  
  

b. employment-related actions including record keeping, processing compensation and benefits and any 
action required in the context of my employment with Wipro. 

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : Jinu Manoj                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be 
eligible for payment of gratuity as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

 
Variable Pay is a variable component in your salary stack which would be paid out on a quarterly basis. It 
would be linked to the following parameters: 

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

Wipro Benefits Plan (WBP) is basket of various allowances/ expenses considered for Income Tax exemption. 
Under WBP, you will be granted Leave Travel Allowance and Education Allowance. Benefits regarding the use 
of Telephone/Mobile phone, Non-transferable Meal card can also be availed under the Plan. The actual 
expenses incurred towards these components are eligible for exemption as per the prescribed Income Tax 
rules applicable. Thus, you will be subjected to tax for the portion of the allowances that is not exempt. The 
Income Tax exemption for benefits availed are subject to submission of proofs or other conditions as may be 
prescribed in this policy. Wipro will grant a Group Allowance, which will be computed after reducing the 
aggregate cost of allowances/benefits availed under WBP and related recovery of Perquisite Tax and 
associated charges. Following are your WBP Entitlements: 

1. Leave Travel Allowance: 

New employees are eligible for LTA provided leave is taken as per the rules of Wipro. For details on 
Income Tax exemption please refer to myWipro on joining. The maximum LTA that can be considered 
for IT exemption is Rs 50,000. 

 
2. Telephone/Mobile Phone Allowances: 

The amounts paid by you towards telephone rentals (both landline and mobile) rentals are also 
towards broadband/ modem hub/ routers/ GPRS etc. for internet usage plans are eligible for IT 
exception up to Rs. 19,800 per annum under WBP as per prescribed limit in the policy. No expenses in 
respect of rentals or other charges for pre-paid connections will be eligible under this head. 

3. Non-transferable Meal card: 

An amount of Rs. 1100 / 2,750 per month towards purchase of Non-Transferable Meal 
card is eligible for IT exemption under WBP. 

4. Education Allowance: 

An amount of Rs.100 (additional 300 in case of child in hostel) per child per month up to a maximum of 
2 children is eligible for IT exemption under WBP. 
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5. New Pension System: 

You can contribute between 5% up to 10% of your Basic towards NPS and declare it under WBP. This 
will be over and above Sec 80C investments. 

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

a. Notional sum indicating contribution of 5.31 % of your basic towards provision for gratuity. 

            Employees will be eligible for payment of gratuity as per the Wipro policy on the same. 

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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Sensitivity: Internal & Restricted 

 

SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Sensitivity: Internal & Restricted 

 

Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

I.e. 15,000 x 20 x 2.7%* x 80% = Rs. 6,480 per month as supplementary pension payable. *Grade Factor is a 

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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Sensitivity: Internal & Restricted 

 

1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
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APPOINTMENT LETTER 
 
 
May 9, 2019  
 
 
 

Dear V Rahul,  
 

Welcome to Wipro Limited (Company/Wipro’) and congratulations on your appointment as Project Engineer. 
The terms of your employment with the Company is listed below. Please be informed that the terms may be 
modified pursuant to changes in the Company policy updated from time to time. 
 

 
1. Appointment Details:  
  

a. The date of appointment is effective from the date of joining, unless otherwise communicated in writing 

by the Company.  
 

b. You will be on probation for a period of 12 months from the date of your appointment. On completion of 

the probation period, your appointment shall be confirmed at the discretion of the Company based on 

your performance and other criteria as applicable to your band and stream. Unless confirmation is 

communicated in writing, your probation period shall be deemed to have been extended. 

c. The retirement age is 58 years. 
 

d. You may be transferred to any other location, department, function, establishment, or branch of the 
Company or subsidiary, associate or affiliate company ,in such capacity as the Company may from 
time to time determine. In such a case, you will be governed by the terms and conditions of service 
applicable to the new assignment including compensation, working hours, holidays, leave, people 
policies, etc.  
 

e. We provide support to our global customers through various Company locations in India to suit 
customer requirements by operating 24x7. You would be operating from any of these locations and in 
any of the shifts, including night shift, as may be decided by the Company, keeping in mind the 
business needs and deliverables to customers. 
 

f. This offer of appointment is subject to your successful completion of all curricular requirements as laid 
down by the University/Institution for award of the degree/diploma and the requirements, including 
aggregate, specified by the Company for your role, and any other criteria specified by the Company in 
terms of your educational qualifications on/before the date of appointment.  
 

g.  The copy of this letter duly signed by you, has to be mandatorily submitted on the date of joining, 
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2. Compensation:  
 
 

You will be eligible for: 
 

a. Compensation and benefits in accordance with Annexure III - Salary Offer Sheet. 
 

b. Variable Pay - The details of this component are listed in Annexure V. The Variable Pay program may 
be changed or modified in part or full thereof from time to time, at the sole discretion of the Company. 
 

c. Other compensation and benefits in accordance with Company policy as modified and intimated to you 

from time to time.  
 

d. Your salary will be reviewed periodically as per Company policy. 

 
e. Changes in your compensation are at the Company’s discretion and will be subject to and on the basis 

of your effective performance and the performance results of the Company during your period of 

employment and other relevant criteria.  
 
 

3. Other Benefits:  
 

You will also be eligible for: 
 
 

a. Leave, holidays and working hours as applicable to your stream and location of posting.  
 

b. Perquisites, if any, as applicable to your band and stream and / or based on functional requirements as 
determined by the Company.  

 
c. Participation in the Company’s Provident Fund Scheme (PF) as per the policies applicable to your 

band and stream. 
 

d. Leave Travel Assistance (LTA) as per the Company’s policy.  
 

e. Wipro Medical Assistance Scheme (MAS) provided you are not covered under the purview of the ESI 
Act. Contributory Medical Insurance for your band.  

 

f. Employee Benefits Program sponsored and administered by the Company for management 
employees, comprising of pension plan or gratuity plan, survivor benefit plan and industrial injury 
benefits. 
 

g. Please refer to the detailed policies in the Company’s intranet portal i.e. mywipro.wipro.com 

4. Responsibilities: 
 
 

a. In view of your position and office, you would be expected to perform all responsibilities effectively, 
diligently and to the best of your ability and ensure results. There may be times when you will be 
expected to work extra hours to achieve the above when the job so requires. At all times, you are 
required not to engage in activities that have or will have an adverse impact on the reputation / image 
and business of the Company, whether directly or indirectly.  
 

b. You may be required to undertake travel for business purposes for which you will be eligible for 
reimbursement of travel expenses as per the Company policy applicable to you.  

 

c. We are committed to ensure 'Integrity' in all aspects of the Company’s functioning. You are expected to 
comply with all the applicable policies of the Company including the Code of Business Conduct and 
Ethics (‘Policies’) as they form an integral part of the terms of your employment with Wipro. 
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Consequently, you are required to understand the scope and intent behind these policies and to 
comply with the same. These Policies are updated / modified on a periodic basis and new policies may 
be introduced and notified to employees from time to time and you will be required to comply with the 
same.  

 

d. Consistent with (c) above, any matter or situation or incident that may arise that could potentially result, 
or has resulted, in any violation of the Policies or the terms of your employment, shall immediately be 
brought to the notice of your Business Unit Head and appropriate disciplinary action will be initiated.  

 

5. Conflict of Interest: 
 

a. You are required to engage yourself exclusively in the work assigned by Wipro and you shall not take up 

any independent or individual assignments (whether part time or full time, in an advisory capacity or 

otherwise) directly or indirectly without the express written consent of your Business Unit Head. 

b. You shall ensure that you shall not, directly or indirectly, engage in any activity or have any interest in, or 

perform any services for any person who is involved in activities, which are or shall be in conflict with the 

interests of Wipro. 

c. The Conflict of Interest Policy also refers to the need on your part, during your employment and for a 

period of one year from the cessation of your employment with the Company (irrespective of the 

circumstances of, or the reasons for, the cessation) not to solicit, induce or encourage: 

i. Any employee of the Company to terminate their employment with the Company or to accept 

employment with any competitor, supplier or any customer with whom you have a connection 

pursuant to your employment with the Company. 

ii. Any customer or vendor of the Company to move his existing business with the Company to a third 

party or to terminate his business relationship with the Company. 

iii. Any existing employee to become associated with, or perform services of any type for any third 

party. 

d. In case of any conflict or doubt, please discuss the matter with your Business Unit Head, to understand 

the Company's position on this and resolve the conflict. 

6. Confidentiality: 
 

a. In consideration of the opportunities, training and access to new techniques and know-how that will be 
made available to you, you will be required to comply with the Confidentiality Policy of the Company. 
Therefore, please maintain all Confidential Information as defined from time to time in the 
Confidentiality Policy of the Company, as secret and confidential and do not use or disclose any such 
Confidential Information except as may be required under obligation of law or as may be required by 
the Company and in the course of your employment. This covenant shall endure during your 
employment and beyond the cessation of your employment with the Company (irrespective of the 
circumstances of, or the reasons for, the cessation).  
 

 

b. In your work for Wipro, you will be expected not to use or disclose any confidential information, 
including trade secrets, of any former employer or other person with whom you have an obligation of 
confidentiality and by signing below you affirm that you have no conflicting obligations or non-compete 
agreements that would prevent you from working without limitation for the Company. 
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7. Assignment of Intellectual Property 
 
In connection with your employment and during the term of your employment, upon conception or creation, you 
shall disclose and assign to Wipro as its exclusive property, all inventions, ideas, concepts, discoveries, 
techniques, and improvements (including, without limitation, legal documents, training materials, computer 
software and associated materials) developed or conceived by you solely or jointly with others (whether or not 
during business hours), and shall comply with the Policies of Wipro  in relation to Intellectual Property.  

 
8. Non-Compete 
 
In the course of your employment with the Company you will be providing services to customers or clients of 
the Company during which process you will be handling sensitive information including but not limited to key 
customers of the Company, competitor information, customer sensitive information (‘Confidential Information’). 
You acknowledge and recognize that Confidential Information available to you, if leaked, would cause 
irreparable harm to the Company and its protection is of utmost importance to the Company. You confirm that 
for a period of six (6) months after separation of your employment from the Company (irrespective of the 
circumstances of or the reason for the separation), you will not accept any offer of employment from a 
customer or client with whom you have interacted or worked in a professional capacity representing the 
Company during the six (6) months preceding the date of separation. 
 
9. General: 
 
This offer of appointment is subject to the precondition that you have not provided us with any false declaration 
and/or documentation or willfully suppressed any material information. If at any point of time, it is brought to our 
notice that you have submitted fabricated documentation or made false representation or willfully suppressed 
material information, you shall be liable to be removed from service with immediate effect and the Company 
reserves its right to initiate appropriate action as per applicable policy and /or enforce remedies available to us 
under law. 
 
Please note that you are required to inform us if there are any agreements, oral or written, which you have 
entered into and which may relate to or affect your commitments under this employment contract. 

 
a. You acknowledge that you have understood the terms of this employment contract and that 

you are aware that the specific performance of the terms of this employment contract may be 
enforced legally, if required. In this connection, if any of the provisions of this letter of 
appointment are declared or found to be void or unenforceable due to any reason whatsoever, 
the remaining provisions of this letter shall continue in full force and effect.  

 
b. These employment terms supersede and replace any existing agreement or understanding, if 

any, between the Company and you on the same subject matter. 
 

c. You warrant that you are not prevented by any court or by any other administrative or judicial 
authority or order from providing the services required under this employment contract. In the 
event that you are not a citizen of the country of posting, you should have a valid work permit 
to work in the country of posting. 
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d. Your appointment  shall be treated as withdrawn in case: 

 
i. You have not scored minimum aggregate marks of 60% in your 10th Standard or 

equivalent education. 
ii. You have not scored minimum aggregate marks of 60% in your 12th Standard or 

equivalent education. 
iii. For Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation. 
iv. For Post Graduates: You have not scored minimum aggregate marks of 60% in your 

graduation and 60% in post-graduation. 
v. You have any pending backlogs/ arrears on the date of appointment. 

 
 
10. Training Agreement: 

 
As part of your smooth transition from campus to corporate, the Company shall be providing you 
extensive training through learning interventions from the time of your selection to on-boarding.  You 
shall be provided an opportunity to learn in Pre-Joining programs, Self-directed learning modules, 
MOOCs, in-classroom learning, on-the-job training, Top Gear modules, and / or customer specific tools 
and technology learning. Through this extensive training the Company makes significant investment for 
your project readiness and successful journey in the projects. In consideration of the Company 
reposing confidence in you and providing you with the opportunity to undergo the training as detailed 
above and in consideration of the company bearing all the costs in connection with the training besides 
paying you normal salary and benefits, you solemnly agree to complete the training and continue your 
employment with the company for a period of atleast 12 months commencing from the date of your 
joining. In case you choose to leave the Company before the expiration of the said period or if your 
services are terminated before the expiration of the said period, for any reason whatsoever, you shall 
be liable to pay to the Company liquidated damages of upto Rs. 75,000/-(Rupees Seventy Five 
Thousand only) in the manner defined in the training agreement, signed by you with the Company. 

 
11. Notice Period & Termination: 
 
Your employment with the Company shall be terminable, without reasons, by either party giving one-month 
notice during probationary period and three months’ notice on confirmation. The Company reserves the right to 
pay or recover salary in lieu of notice period. Further, the Company may at its discretion relieve you from such 
date as it may deem fit even prior to the expiry of the notice period. However, if the Company desires you to 
continue the employment during the notice period you shall do so. Notice period and termination of 
employment contract shall be governed by the applicable internal policies of the Company as updated from 
time to time. 
 

On acceptance of separation notice, you will immediately hand over to the Company before you are relieved, 
all correspondence, specifications, formulae, books, documents, cost data, market data, literature, drawings, 
effects and comply with all the relieving formalities required by the Company. Further, you shall not make or 
retain any copies of these items. 
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12. Pre Joining Program (PJP): 
 
During the time period between your offer and onboarding, the Company will provide you an online, self-
directed learning opportunity through a Pre Joining Program(PJP).  You will be given a specific technology 
track to learn and we urge you to utilize this opportunity to gain hands-on experience so as to enable you to 
obtain a suitable project.   
 
 
 
 
 
Please confirm that the above terms and conditions are acceptable to you and that you accept the appointment 
by submitting a signed copy of this letter of appointment with your original signature on the date of joining. 
 

 
Yours sincerely, 
For Wipro Limited, 

 
I have read, understood and agree to accept the employment on the terms and conditions herein.  
I shall be reporting for duty on __ /__ /____  
Name: _____________________  
Signature: _____________________ Date: __ /__ /____  
Place: _______________________  
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ANNEXURE I 
 

DECLARATION ON CONFLICT OF INTEREST 
 
 
Wipro Limited has adopted a conflict of interest policy in respect of its employees. This policy is intended to 
avoid conflict between the personal interest of an employee and the interest of the company in dealings with 
suppliers, customers and all other organizations or individuals doing or seeking to do business with the 
company.  
 
Noted below are a few examples of conflict of interest: 

a. For an employee or any dependent member of his family to have an interest in any organization, which 

has business dealings with the company where there is an opportunity for preferential treatment to be 

given or received, except where such an interest comprises of securities in widely held corporations 

which are quoted and sold in the open market or the interest is not material. 

 
b. For an employee or any dependent member of his family to buy, sell or lease any kind of property, 

facilities or equipment from or to the company or any affiliate or to any company, firm or individual who 

is or is seeking to become a contractor, supplier or customer, except with the knowledge and consent 

of top management.  

 
 

c. For an employee to serve as an officer, director or in any other management capacity or as a 

consultant of another company or organization doing or seeking to do business with the company or an 

affiliate except with the knowledge and consent of top management. 

 

d. For an employee to use or release to a third party any data on decisions, plans, competitive bids or 

any other information concerning the company, which might be prejudicial to the interest of the 

company.  

 

e. For an employee or any dependent member of his family to accept commission, a share in profits or 

other payments, loans (other than with established banking or financial institutions), services excessive 

entertainment and travel or gifts of more than nominal value from any individual or organization doing 

or seeking to do business with the company.  

 
I have read the above mentioned 'Conflict of Interest' policy and I declare that there is no 'Conflict of Interest' in 
my employment. If in future any conflict arises, I will immediately inform my supervisor and notify the top 
management.  
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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Compliance to Company’s Code of Conduct to Regulate, Monitor and 

Report Trading (Code) by Insiders 
 

Insider Trading is prohibited by both Law as well as by Wipro Limited’s (hereinafter to as the “Company”) 
internal policy. Insider trading generally involves the act of subscribing/buying/ selling or dealing in the 
Company’s Securities, while in possession of any Unpublished Price Sensitive Information (hereinafter referred 
to as “UPSI”) about the Company. It also involves disclosing or procuring any UPSI about the Company to/from 
others who could subscribe or buy or sell or deal in the Company’s Securities.  
As an employee of the Company you are considered as an Insider and accordingly advised as below: 

1. Trading when in possession of UPSI: Employees are strictly prohibited from trading in the Securities of 

the Company when in possession of UPSI concerning the Company. Trading in securities of the Company is 

also prohibited for certain designated employees when the trading window is closed. For details please 

contact: policyclearinghouse@wipro.com. 

2. Communication or procurement of Unpublished Price Sensitive Information (UPSI): Employee shall 

seek, communicate, provide or allow access to “UPSI of the Company to others only for legitimate purposes, 
performance of duties and discharge of legal obligations and strictly on a need-to-know basis. Employees are 

strictly prohibited from the following: 

a) Counseling or disclosing or communicating UPSI to any other person including spouse and/or 

relatives, except on a need to know basis.  

b) Counseling as well as expressing opinions or making any recommendations to any person on the 

Securities of the Company when in possession of any UPSI. 

c) Unauthorized disclosure or communication of UPSI. 

d) Procuring any UPSI from others 

3. Individual and Personal Responsibility: As per the Code, Company can take appropriate actions like 

wage freeze, suspension, termination of employment on employees involved in Insider Trading. Insider trading 

also attracts severe civil and criminal penalties not only on the Insider but also on the Company in certain 

circumstances. The penalties levied on the employee will not be borne by the Company and the employee 

individually is responsible. 

4. Disclosure requirements: Every employee of the Company and their Immediate Relatives shall 

disclose to the Company the number of securities acquired or disposed of within two trading days of the 

transaction if the value of the securities traded, whether in one transaction or a series of transactions over any 

calendar quarter, aggregates to a traded value in excess of ten lakh rupees. 

For more details on procedures and guidelines, employees are requested to refer the Company’s Code of 
Conduct to Regulate, Monitor and Report Trading by Insiders. Or write to policyclearinghouse@wipro.com. 
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ANNEXURE II 

 
 

PERSONAL INFORMATION AS REQUIRED UNDER INFORMATION TECHNOLOGY ACT, 2000 
 
 

I --------------------------, confirm that I am voluntarily sharing my Personal Information including documents with 
Wipro Limited (‘Wipro’) for  the following purposes: 
 

a. validating my Curriculum Vitae and retaining records on the same for any future reference/verification;  
 

a. processing my job application including background verification checks;  
  

b. employment-related actions including record keeping, processing compensation and benefits and any 
action required in the context of my employment with Wipro. 

 
In this context, I also agree to the retention of such Personal Information including documents by Wipro for any 
future reference/verification and authorize Wipro to transfer the same to a third party. 
I understand that ‘Personal Information’ means any information including documents, relating to me that is 
available with Wipro and is capable of identifying me.”  
 
Name: 
 
 
Date: __/__/____  
               Signature............................................. 
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ANNEXURE III 
 

SALARY OFFER SHEET 
                            

 
Name : V Rahul                                                                                                                                        
 
Position: Project Engineer      Career Group: TRB - II 
 

 

You shall receive salary as detailed below. 

 

COMPONENT AMOUNT (INR) 

Basic  11,667 

HRA 5,834 

Bonus 2,333 

Wipro Benefits Plan (WBP) 4,854 

Total Fixed Cash 24,688 

PF (Employer Contribution) 1,800 

Gratuity (5.31% of Basic) 620 

Total Fixed Compensation 27,108 

Other Compensation Benefits   

Health benefit (Medical) 600 

Variable Pay   

Target Variable Pay (5% of CTC) 1,459 

Target Cost to Company per month 29,167 

Total Cost to Company per annum 3,50,004 
 

 
 
 
*Notional sum indicating contribution of 5.31 % of your basic towards provision of Gratuity. Employees will be 
eligible for payment of gratuity as per the Wipro Policy for the same. 
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Apart from the standard salary components, Project Engineers are also entitled to the following unique 
Company Benefits to help you manage during exigency.  
 
 

a. Interest free loan of Rs.20,000/- towards housing deposits or towards purchase of two wheeler 
b. Contingency loan of Rs.50,000/- towards housing deposits or illness, death in immediate family or 

self-marriage 
c. Medical assistance of Rs.15,000 per annum for employees who are not covered under the ESI 

scheme. 
d. Medical Insurance Coverage up to Rs 2lac per annum. 

 

Date: __/___/_____     Signature:....................………………. 
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ANNEXURE – IV 

 
I hereby confirm that I shall submit the required academic certificates including but not limited to mark sheet 
and Provisional or Convocation Degree Certificate within 3 months from my date of joining. I understand that 
my employment is subject to my aggregate meeting the Company’s eligibility criteria and submission of the 
above mentioned documents. 
 
I hereby declare that all the particulars mentioned above are true to the best of my knowledge. In the event of 
my failure to submit the above mentioned documents or in case of any discrepancy, I shall be liable for 
immediate termination of my employment with the Company. 
 
 
Name:  
 
Date: __/___/_____     Signature:.....................………………. 
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ANNEXURE – V 
 

                 Variable Pay - A BRIEF OVERVIEW 
 
 
 
Variable Pay Policy Summary & Computation:                           
 

 
Variable Pay is a variable component in your salary stack which would be paid out on a quarterly basis. It 
would be linked to the following parameters: 

 
a. Individual linked parameter: Based on number of days billed in a quarter. This factor is applicable 

only for employees joining in billable roles in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3. 
This would comprise of 100% of your Variable Pay amount. (for employees joining in these Bands 
in Support roles and central functions 100% of Variable Pay would be linked to revenue and OM as 
mentioned in (b) and (c) below) 

 
b. Revenue achievement linked parameter: Based on the Revenue achievement of your Business Unit 

/ Vertical / Service Line. This would be linked to 50% of your Variable Pay payout. This is applicable 
only for employees in Bands Team Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
c. OM linked parameter: Based on Operating Margin achievement of your Business Unit. This would be 

linked to 50% of your Variable Pay payout. This is applicable only for employees in Bands Team 
Rainbow, A1, A2, A3, B1, B2 and B3 joining in Support roles. 

 
The Variable Pay payout amount is liable to vary as per the performance on the above parameters.  
 
The Variable Pay program may be changed / altered or modified in part or full thereof from time to time, at the 
sole discretion of the management. It is mandatory for you to complete the quarter for which the Variable Pay 
applies i.e. you should be on the rolls of the Company on the last working day of the quarter to be eligible for 
payout under the program.    
 
For more details please refer to the policy hosted on myWipro à My Information Source à My Policies à View 
All Policies à (Select Country) à My Financials à Compensation à Variable Pay.  
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SOME ADDITIONAL INFORMATION ON THE SALARY OFFER 
 

 
Basic, Additional Allowance and Bonus:  
 
This are fixed monthly components of your salary and are taxable. They do not vary every month, and are fixed 
for a particular period. 
 
House Rental Allowance: 

HRA is given to the extent of 50% of your Basic. HRA exemption is applicable as per IT rules on submission of 
rent receipts. 
 
 
Wipro Benefit Plan (WBP): 

Wipro Benefits Plan (WBP) is basket of various allowances/ expenses considered for Income Tax exemption. 
Under WBP, you will be granted Leave Travel Allowance and Education Allowance. Benefits regarding the use 
of Telephone/Mobile phone, Non-transferable Meal card can also be availed under the Plan. The actual 
expenses incurred towards these components are eligible for exemption as per the prescribed Income Tax 
rules applicable. Thus, you will be subjected to tax for the portion of the allowances that is not exempt. The 
Income Tax exemption for benefits availed are subject to submission of proofs or other conditions as may be 
prescribed in this policy. Wipro will grant a Group Allowance, which will be computed after reducing the 
aggregate cost of allowances/benefits availed under WBP and related recovery of Perquisite Tax and 
associated charges. Following are your WBP Entitlements: 

1. Leave Travel Allowance: 

New employees are eligible for LTA provided leave is taken as per the rules of Wipro. For details on 
Income Tax exemption please refer to myWipro on joining. The maximum LTA that can be considered 
for IT exemption is Rs 50,000. 

 
2. Telephone/Mobile Phone Allowances: 

The amounts paid by you towards telephone rentals (both landline and mobile) rentals are also 
towards broadband/ modem hub/ routers/ GPRS etc. for internet usage plans are eligible for IT 
exception up to Rs. 19,800 per annum under WBP as per prescribed limit in the policy. No expenses in 
respect of rentals or other charges for pre-paid connections will be eligible under this head. 

3. Non-transferable Meal card: 

An amount of Rs. 1100 / 2,750 per month towards purchase of Non-Transferable Meal 
card is eligible for IT exemption under WBP. 

4. Education Allowance: 

An amount of Rs.100 (additional 300 in case of child in hostel) per child per month up to a maximum of 
2 children is eligible for IT exemption under WBP. 
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5. New Pension System: 

You can contribute between 5% up to 10% of your Basic towards NPS and declare it under WBP. This 
will be over and above Sec 80C investments. 

 
 

Retirement Benefits: 

It consists of: 

a. Provident fund- Where basic is higher than INR 15,000- 12% of your Basic towards Provident 

Fund. In cases where basic is lower than INR 15,000- Minimum of 12% of (Basic + WBP + 

Additional (Where applicable) or INR 1800 pm 

 

a. Notional sum indicating contribution of 5.31 % of your basic towards provision for gratuity. 

            Employees will be eligible for payment of gratuity as per the Wipro policy on the same. 

 
 

Accommodation, Food & Other Miscellaneous Expenses 
 
 

a. You would be entitled for Rs.1000 per day for 8 days (total amount of Rs.8,000) from the date of 

appointment. You may utilize this amount towards accommodation, food & other miscellaneous 

expenses. This would be paid as a lump sum amount and you would not need to submit bills towards 

usage of this amount.  

 
b. If your posting location (the location where you would be based out of after training) is different from 

the training location (location where you undergo initial training), you would be entitled for the following:  

 
i. Settlement and Miscellaneous Expenses: Rs.1200 per day for 7 days (total amount of Rs. 

8,400) from the date of reporting to the posting location. You may utilize this amount towards 

boarding, lodging, conveyance & other miscellaneous expenses. 

 
c. Campus joiners would not be eligible for accommodation at the Wipro guest houses.  
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SUMMARY - SOCIAL SECURITY & OTHER BENEFITS* 

Medical 

1. Medical Assistance Program (MAS): This is a medical scheme covering you, your spouse and your 

children to the extent of Rs.15000 per annum. This scheme is not applicable for employees 

covered under the Employee State Insurance Act (ESI). This limit will be prorated based on your 

joining and exiting months in a financial year. The amount mentioned as Medical allowance in your 

salary stack is a notional figure and it indicates average outflow per month and per employee towards 

MAS. Medical is a reimbursable amount, i.e., it will be paid at actuals on making a claim.  

 

2. Mediclaim: You are eligible for a floater coverage of Rs 2,00,000   per annum for family (self, spouse & 

children) towards hospitalization. There will be a deduction from your monthly payroll which will vary 

based on your marital/family status, the floater sum insured as per your job grade and any top-up plan 

opted by you. 10% of the claim amount has to be borne by you. 

 
 

If you wish to enhance the coverage, Top up cover options are also available for a highly negotiated 

premium. More details on the policy are available on My Policies Section in myWipro which is 

accessible on joining. 

3. Annual Health check: Company paid Annual health check-up program is available for employees 

above 40 years of age. 
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Gratuity Benefit: Up to Rs. 20,00,000 

This provides you a lump sum benefit up to a maximum of INR 20 LPA to be calculated and payable as per 
applicable laws. 
 
Survivor Benefit Pension Program: 

The Survivor Benefit Plan's objective is to provide a monthly income to the surviving spouse and children of an 

employee, in the unfortunate event of death while in service. The pension payable is based on last drawn 

basic salary at the time of death, number of years till retirement, number and age of surviving members.  

E.g. If an employee is in Grade B3 with basic of Rs. 15,000 per month and the remaining period before 

retirement at time of his death is 20 years and he has a surviving spouse and two eligible children, the 

supplementary Pension payable per month would be as follows: Basic * No of years to Retirement * Grade 

Factor * % based on number and age of surviving members.  

I.e. 15,000 x 20 x 2.7%* x 80% = Rs. 6,480 per month as supplementary pension payable. *Grade Factor is a 

band specific pre-defined pension Accrual rate. 

Loans:  

Interest Free Loan: An interest free loan of Rs. 20,000 as per policy is available to facilitate your settling down. 

The amount is primarily intended to cover housing deposit/assistance towards purchase of two wheeler. This is 

recovered in 10 equal installments.  

Contingency Loan: An Interest free contingency loan of Rs. 50,000 or two months monthly gross whichever is 

lower as per policy can be availed in case of contingency. This would be recovered in 20 equal installments. 

Any loan taken above Rs. 20,000 will be liable to tax on the notional interest cost as per CBDT rules.  
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1. Your Life and Accident Cover:  
 

a. Group Personal Accident Insurance (GPAI) Program: Rs. 12,00,000 Through GPAI  you  are  covered  by  
way  of  round-the-clock  risk  coverage  against  any accidents  occurring  while  at  work  or  outside  of  work  
resulting  in  partial  or  total disablement or casualty. Even on temporary   disability due to Accident   you   get 
compensated for loss of wages on account of leave due to Accident of upto Rs. 5,000 per week. In case of 
Death due to accident, your total cover would be 26 lacs (12 Lacs + 14 Lacs). Employees can also  get  an  
extra  coverage  for  a  nominal  and highly negotiated premium. 
b. Group Life Insurance Program: Rs. 14,00,000 In the unfortunate event of death on account of either 
accidents or natural causes, your surviving family members would be eligible for an insurance cover. 
Employees can  also  get  an  extra  coverage  for  a  nominal  and highly negotiated premium.  
Please note:  More  details  on  the  above  mentioned  policies  are  available  on  My Policies Section  in  My  
Wipro  accessible  on  joining.  Access through  My  Wipro -> My Policies ->India > My Financials -> Group Life 
Insurance/ Personal Accident  
The policies mentioned here are policies of the Company as on date, this is subject to change in future as per 
policies of the Company from time to time.  
 

1. Voluntary Superannuation Policy (VSS) 
 
Wipro Voluntary Superannuation Plan offers an easy and convenient way to help you lead a happy and tension 
free life by planning your retirement. Starting contribution to pension plan at an early age gives you enough 
time to contribute towards building your retirement corpus and leverage the compounding interest earned by 
the corpus year on year.  You simply have to choose the scheme that suits your investment horizon and risk 
tolerance.  
 
A voluntary defined contribution Plan wherein you will have an option to enroll and choose your Pension 
Service Provider (PSP) within 30 days from the date of joining the company.  
We currently have tie-ups with two leading PSPs to manage the superannuation funds. LIC & ICICI offer a 
superannuation scheme which offers interest on accumulated balance every year. ICICI Prudential also has an 
Unit Linked Superannuation scheme which offers you a market linked return, range of fund options to suit your 
risk appetite & transparent fund management.  
 
The enrollment option can be exercised only once in the service with the organization and cannot be reversed 
once made. VSS enrollment window period will, also, be available once every financial year.The Company, on 
behalf of the member employee, shall contribute 15% of basic salary, towards the scheme selected by the 
member. In case 15% of basic exceeds Rs.1,50,000 per annum, member employee will have an option to 
restrict the contribution to Rs.1,50,000 per annum to avoid perquisite tax (perquisite tax is applicable on 
contributions exceeding Rs.1,50,000 every year). 
 

Annual pension contribution amount is re-adjusted from fixed cash component and will reflect under ‘Pension’ 
component in the salary stack of the enrolled member. The accumulated contribution amount and the interest 
earned (or the corpus) can be utilized to avail the retirement benefits.  
For further clarity, please refer the Policy on My Wipro -> My Information Sources > India -> My Financials-> 
Deferred Benefits-> Voluntary Superannuation Scheme.  After reviewing the related documents if you wish to 
enroll into VSS,  please log onto My Wipro-> My data->My Financials-> Pension, and exercise the option within 
30 days of joining the Company. In case you miss enrolling into VSS in this window period, you can do the 
same in the window period that is available for all employees once every financial year.
 


	Joining Details:
	Joining Details:
	Joining Details:
	Joining Details:




