
 

 

Students Placements Information UG & PG 2020-21 

 
1. Dear  Gousiya Parvin, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Talent.Acquisition@infosys.com


 

 

2. K. Devi Venkata Naga Vara Priya, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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3. M B Naga Venkata Reshma, 

B.Sc., Computer Science 
A.G & S.G  Siddhartha College Of Arts And Science 

Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 

your profile and performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

During your probation period of 12 months, which includes your training program, you will 

be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 

annual target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 

performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
1. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 
2. Prior to commencing employment with Cognizant you must provide Cognizant with 
evidence of your  right to work in India and other such documents as Cognizant may 
request. 
3. Prior to joining Cognizant, you must successfully complete the prescribed Internship or 
Continuous Skill Development (CSD) program as detailed below: 
At Cognizant, we invest in skill and capability development of our campus selects even 
before they join us. This is through Cognizant Internship and Continuous Skill 
Development (CSD) program. These programs focuses primarily on technical skills 



 

 

development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 
be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer of employment. 

Cognizant Internship: 
 

a) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration for Internship. 

 
b) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 

 
 Continuous Skill Development (CSD) Program: 

 
a) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
b) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time to time. 

 GenC Training Post joining: 
a) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC program guidelines. 

 
b) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation to projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

 

Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

https://campus2cognizant.cognizant.com/


 

 

Name: M B Naga Venkata Reshma Designation: Programmer Trainee 

 
 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 
2010 

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, 
payable as per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from your Manager 

 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 

 



 

 

• From date of joining, women associates will be entitled to maternity leave based on 
eligibility as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus" & "House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF & ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of this letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during the 
month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits 
you the best. This plan will enable you to 

1. Choose from a bouquet of allowance or benefits 

2. Redefine your salary structure within prescribed guidelines 

3. Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 

1965. 

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 

AND 
 
M B Naga Venkata Reshma, 21, residing at  (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHER PART. 
The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
Duties and Responsibilities 

 
a. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit. 

b. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of your employment. 
c. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of your employment. 

 
Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated  



 

 

entities and assign such other duties as may be deemed fit in the interest of the 
Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 

 
No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined by the company at its sole discretion. In addition, you shall not 
disclose, divulge or bring on to Cognizant's systems or offices, your prior employer's 
and/or their clients' proprietary or confidential information, or violate any agreement or 
obligations that you have with them. 

 
Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or third party. 

b. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement 
to initiate legal action against you for such breach. The obligations imposed upon you 
under this clause 5 will survive even after cessation of your employment with the 
Company. 

c. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company. 

d. You shall not, during your employment with the Company and at all times thereafter, 
do or say anything that may cause direct or indirect damage to the business of the 
Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, 
its clients, or any other employees or directors, irrespective of whether any such 
statements are likely to cause damage to any such entity or person. 
g. The Company reserves the right to require you to sign confidentiality and non-
disclosure agreements with any clients on whose project you are being assigned on 
behalf of the Company. 

 
 
 



 

 

 
Data Protection 

 
By signing below, 

 
a. you hereby provide your consent to Cognizant, its affiliates and their clients for the 
holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company's business, 
b. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients have offices, 
c. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatory authorities, 
d. you have the right to amend, modify or alter your personal information. The Company 
will exercise all reasonable diligence for safeguarding your personal information, as has 
been disclosed by you. It is clarified that the obligation will not be applicable in case of 
legally required disclosures, and 
e. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicable law/requirements. 

 
Work Schedule 

 
a. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified to you. 

b. The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. Any changes to be 
made to the above work timings or days shall be made by the Company at its sole 

discretion and notified to you in advance. 
c. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you in advance. 
d. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the 
processes and policies at all times. 

 



 

 

Background Check 
 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 
joining the Company, then the Company reserves the right to terminate your employment 
immediately. 

 
Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
Representations and Warranties 

 
By signing below, 

 
a. you warrant that your employment with the Company does not and will not violate or 



 

 

b. otherwise conflict with any agreement (oral or otherwise) to which you are or have 
been a party and that you possess all the requisite permits, work visas and clearances to 
be able to lawfully and rightfully employed in India with the Company under the terms of 
this Agreement; 

c. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminated 

and/or expired prior to the effective start date of your employment at the Company and 
you have all the requisite power and authority, and do not require the consent of any 
third party to be employed with the Company; 
d. you represent and warrant that you shall not bring into Company premises or systems 
(or use in any manner) any third-party documents (regardless of media) or materials 
(including but not limited to proprietary information or trade secrets), or any such 
documents or materials of your previous employer, without written permissions/approvals 
from such previous employer or third parties; and 

e. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or 
otherwise) upon the Company. 

 
Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and 
against any and all direct or indirect losses or damages, injury or liability for a claim of 
damage, loss or injury to person or property, suffered or sustained by Company and its 
affiliates which is attributable to you, resulting from any of your act or omission 
irrespective of whether it constitutes a breach of the terms of your employment or 
negligent performance of your duties as expected from you while in employment of the 
Company. 

 
Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our 
clients, the Company has several policies and processes relating to deployment of 
employees to projects, Career Architecture program, performance evaluation, learning 
and development/trainings and avenues of up-skilling. As a condition of your employment 
with the Company, you are responsible for upskilling yourself to make yourself eligible for 
appropriate business/client projects, thereby promoting the spirit of meritocracy and 
career development with the goal of providing world-class services to our clients. 
Therefore, you shall adhere to and meet the obligations under all such policies and 
processes, including the Associate Deployment Pool Policy and those that may be 
changed by the Company from time to time. 

 
Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by 
applicable laws, without the prior written consent from your approving authority, it will 
be construed that you have voluntarily abandoned your employment with the 
Company. The Company shall be entitled to take appropriate disciplinary action(s) 
against you as per the Company's Job Abandonment Policy. 

 
Retirement 

 
You will automatically retire from employment with the Company on the last day of the 
month in which you attain the age of fifty-eight (58) years. It is hereby clarified that the 
Company reserves its right to change the retirement age at its sole discretion. 



 

 

Termination of Employment 
 

The Company may terminate your employment at any time with or without assigning any reasons 

by providing 90 days' advance notice to you by paying you pro rata salary in lieu of any notice or 

balance notice period. You may resign or terminate your employment with the Company by 

providing 90 days' advance notice to the Company. When you serve notice to resign from the 

employment of the Company, the Company may at its sole discretion, allow you to pay salary in 

lieu for the notice period; and/or adjust the vacation accumulated towards part of the notice 

period. 

Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole 

discretion, suspend, lay off, dismiss, discharge and/or terminate your employment with 

immediate effect by a notice in writing (without any notice period or salary in lieu of any notice 

period) in the event of your: 

Misconduct, as provided in Misconduct and Disciplinary Action Policy 

Non-adherence to Associate Deployment Pool Policy 

Violation of Social Media Policy or Conflict of Interest Policy 

Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the 
Company' s asset/property or reputation 

Insubordination or failure to comply with the directions given to you by persons so authorized 

Insolvency or conviction for any offence involving moral turpitude 

Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 

Violation of non-disparagement obligations 

Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests 
of its client. 

 
Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or 
transfer your services to any group company worldwide. On any such secondment, 
deputation, assignment or transfer of your employment, the Company and/or affiliate may 
require you to sign the applicable Overseas Deputation / International Employment 
Agreement(s) of the specific country, based on the policies of the Company. 

 
Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to 
survive, shall all survive the termination of your employment (for any reason) and shall 
continue to apply to you even after cessation of your employment with the Company. 

 
Dispute Resolution and Governing law 

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any 



 

 

Dispute with respect to the existence or validity hereof, the interpretation hereof, or the 
breach hereof. This Agreement and your employment with the Company shall be 
governed and interpreted in accordance to the laws of India and the courts in Chennai 
only shall have exclusive jurisdiction over any Dispute. Notwithstanding the aforesaid, the 
Company shall be entitled, in addition to all other remedies, to any interim relief including 
but not limited to an injunction, whether interlocutory or preliminary, restraining any breach 
of the provisions of this Agreement. 
General 
This Agreement and your employment is personal to you and you cannot assign, 
subcontract or transfer your rights or obligations hereunder to any other person or entity. 
No delay or failure by Company to exercise any of its powers, rights or remedies under 
this Agreement or otherwise will operate as a waiver  of such powers, rights or remedies. 
If any provision of this Agreement is held by any competent authority to be invalid or 
unenforceable, the validity of the other remaining provisions of the Agreement shall not be 
affected. You shall not make any announcement concerning Company, its affiliates and 
their employees, contractors or clients without Company's prior written consent and you 
shall not use or disclose the name, trademark, domain name, service mark, logo or any 
other intellectual property of Company and its affiliates and their employees, contractors 
or clients. 
This Agreement, together with the agreements and policies of the Company, Employment 
Offer Letter (and any attachments thereto, are the exclusive and entire agreement 
between the Parties relating to its subject matter, and supersedes all prior and 
contemporaneous discussions, agreements, negotiations, representations, and proposals 
relating to the subject matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The 
Company reserves the sole right to change any terms or conditions provided in this 
Agreement based on applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the 
day and year first above written. 

 
Cognizant Technology Solutions India Private Limited M B Naga Venkata Reshma 

 

Sign:   Sign:    
 

Name: Name: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

4  BATTULA SUMANTH 

 

Address : 1-192A;SAJJA VARI STREET;1ST Wward ;VUYYURU;KRISHNA 

;ANDHRA PRADESH-521165 

Employee Code : AS585407 
 
Dear BATTULA SUMANTH,  

 APPOINTMENT LETTER 
We are pleased to appoint you in our organization as        JUNIOR RELATIONSHIP 

OFFICER (Grade – E1 ) in the  RETAIL  LENDING  SBB  OWRKING  CAPITAL  

SALES      department  subject  to  the  following  terms  and conditions: 

 
1. You are required to join our organization on or before 12-Jan-23 and your place of 

work shall presently be at GUDIVADA 

 
You will be on orientation period till Probationary. 

 
The responsibilities and tasks assigned to you under this Appointment letter 

synchronize with the definite timeline schedules for completion of various project 

assignments mutually agreed by our Company, with our esteemed client. As our 

employee, you shall perform your services in a professional manner and shall ensure 

that the time bound tasks are substantially completed within the specified tenure, as 

may be mutually agreed, and reviewed on case-to-case basis by your Reporting 

authority. Depending on your performance and track record to complete the individual 

assignments within the definite timeline, fresh tasks for completion shall be 

assigned/renewed. For employee’s joining in government / semi government 

/ RBI guided projects; if under any circumstances the operator ID / criteria fulfilment 

parameter is suspended / barred / disqualified, then the employee's engagement 

under this appointment letter will come to an end with immediate effect without any 

liability except for the legitimate dues payable by Quess. 

2. Your remuneration would be set as follows: 

 Salary Annexure (Per - Month) 

 
Particulars Monthly 

(Rs) 
Annual (Rs) 

Basic 5173 62076 

House Rent 
Allowance 

2587 31044 

Special Allowance 1480 17760 
Gratuit
y 

249 2988 

Employer PF 
Contribution 

1068 12816 

ESIC Employer 374 4488 

Mobile Allowance 500 6000 

Bonus 1750 21000 

Total Amount 13181 158172 

Amount In Words 
(Rs) 

Rupees Thirteen Thousand
 One 
Hundred Eighty One Only 

Rupees One Lakh(s) Fifty Eight 
Thousand 
One Hundred Seventy Two Only 



 

 

Salary and grade offered to you as above is based on the representation made by you 

during Your interactions with the Company officials and/ or documents submitted by 

you. In case of any discrepancy, company reserves right to alter/modify/withdraw the 

offer made to you. 

 
3.  Retirement / Statutory Benefits: 

 

You will be Eligible for Retirement Benefits of the organization, Namely Provident 

Fund and Gratuity as  per the company policy. 

 
4. G ratuity : 

You will be eligible for payment of Gratuity subject to fulfilment of the payment of Gratuity 
Act,1972. 

 
5. I ncentive Scheme: 

 

You will participate in the Sales Incentive scheme and would receive incentives based 

on your performance and contribution to the organization as per the scheme. Kindly 

note that you will not have any right to claim any performance Incentive from the 

Company if you resign or abscond or if you are separated from the Company for 

whatsoever reason. 

 
It is further agreed between the company and you that the incentive, payable if any, 

based on your performance and productivity is in Lieu of any other bonus including 

bonus based on profits payable under any law. 

 
 

6. T ransfer: 
 

The organization shall have the right to transfer you to any of its offices or group 

companies in India that  is in existence or may come into existence at a future date 

 
7. L eave : 

 

You will be eligible for leave, as per Company rules, subject to approval from the 

competent authority. It may be noted that leaves cannot be deemed as granted 

unless sanctioned by Competent Authority. No leaves can be taken during probation 

period. Women employees who have completed 80 working days with the 

organization shall be eligible for Maternity leave as per the policy. 

 
8. U nauthorized Leave / Absence : 

 

If you are on unauthorized Leave and absence for more than Five (5) days without 

any intimation to the Company, then it would be deemed that you are not interested in 

continuing with the organization and you would be Automatically Ceased to be an 

employee of the organization, Necessary action in line with Absconding policy will be 

taken against to you including termination of the services of the Company. 



 

 

9. J ob Profile: 
 

Your duties and responsibilities will be explained to you on your joining the 

organization. However, you shall execute and perform all such duties that may be 

assigned to you by the organization and the organization reserves its right to change 

this at its discretion. 

 
10. P rofessional Ethics and Confidentiality: 

 

While you  are in the services  of the  organization, you  are  not permitted  to 

carry  on  any other business or profession or be employed by or engaged with 

any other firm, company or person. You will devote your whole time and 

attention to your office work to promote the interest of the company and will not 

divulge to any person / third party or utilize any of the organization’s confidential 

information or other related information (which you may possess by reason of 

your association with the organization) outside the organization. 

 
11.  Notice Period: 

 

During the Probation period either party can terminate the services by giving 3 days’ 

notice or Basic salary in lieu thereof at the organization’s discretion. 

 
After successful completion of Probation period either party may terminate the 

employment under this Appointment letter, by issuing 7 days’ notice in writing or 

payment in lieu thereof at the organization’s discretion. 

 
You will be liable to submit all the company’s assets, data etc., provided during your 

tenure in the company for carrying official duties, at the time of separation from the 

company. Please note that you required to complete exit formalities before your Last 

working day failing which the organization will take necessary actions including 

Termination from the services. The company will not be liable to pay the F n F 

settlement  in the event of non-completion of exit formalities. 

 
12. B ackground Verification / Reference Check 

 

Your appointment will  be subject to satisfactory reference check/ BGV. The company  

reserves the right  to have your background verified directly or through an outside 

agency. If on such verification it is found that you have furnished wrong information or 

concealed any material information your services are liable to be terminated. 

 
13. T ermination of Employment: 

 

Your services with the organization are liable to be terminated in the event of: 
 

1. Any breach of the conditions mentioned in this letter on your part; 

2. Any incorrect information furnished by you; 

3. Suppression of any material information by you; and 



 

 

4. Your performance level is below the expected level and/or the business target, 

as set out for you from time to time, has not been achieved by you. 

5. Violation of Company’s (Client’s) Code of Conduct. 
 

14. C hange in the Personal Details : 
 

You shall intimate the Company about any change of your residential address 

(permanent and/or current), mobile no., email ID and other personal details within five 

days from the date of change of such details. Your residential address records with 

the company will be treated as official address and will be used for all official 

communications with you. In case of no intimation of change in your residential 

address to the company, any correspondence to your last known address will be 

treated as communication received by the employee. 

 
The terms and conditions of employment set out in this letter of appointment 

constitute service conditions to your employment in the organization in addition to 

code of conduct and other laid down guidelines and organization reserves the right to 

change the terms and conditions of your employment   set out in this letter of 

appointment. Any future changes in the Company policies, rules, regulations, and 

your employment terms will super cede the terms and conditions mentioned in this 

letter. The Courts in Mumbai will have exclusive jurisdiction with regards to any 

dispute. 

 
Kindly note that you are required to sign the copy  of this letter as a token of your 

acceptance and return  It to us immediately. In case we do not receive your 

acknowledgement copy within a period of 15 days from the date of joining, receipt of 

first salary by you will be conclusive proof of your acceptance of the terms and 

conditions mentioned herein. 

 
A list of documents to be submitted at the time of joining is given for your information. 

 
1. Updated Resume 

2. Relieving letter from previous employer 

3. Copies of educational qualification certificates 

4. Copies of pay slips for last three months 

5. Copy of AADHAR card 

6. Copy of PAN Card. 

7. Address Proof: Driving License /AADHAR Card / Election Card 

8. Nomination form 1 under the Payment of Wages Act. 

9. Nomination Form 2 under the PF Act. 

10. Form XI under the PF Act. 

11. Declaration form if applicable under the ESIC Act. 

12. 3 nos. Passport size photographs. 



 

 

We look forward to your contribution to the organization and hope that we will have a 

mutually fulfilling relationship. 

 
With warm regards, 

For Quess Corp Limited 

Tej Hans Raj Singh 

Deputy CEO: Quess Staffing Solutions 

 
15. Endorsement 

 
I hereby confirm acceptance of the above assignment, on the terms and 

conditions stipulated therein. Any other disclaimer as applicable. 

 
Name:  BATTULA SUMANTH
 Signature:................................
... 

 
Emp Id: AS585407 

 
Place:...............................
 Date:........................................
... 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

5. Vutukuri Niharika, 

  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:Talent.Acquisition@infosys.com


 

 

 

6. Ede Sirisha, 

B.Sc., Computer Science 
Pb Siddhartha College Of Arts And Science 

 

Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 

your profile and performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will 

be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 

annual target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
4. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 

 
5. 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. 

 
6. Prior to joining Cognizant, you must successfully complete the prescribed Internship or 
Continuous Skill Development (CSD) program as detailed below: 



 

 

 
7. At Cognizant, we invest in skill and capability development of our campus selects even 

before they join us. This is through Cognizant Internship and Continuous Skill 
Development (CSD) program. These programs focuses primarily on technical skills 
development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 
be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer of employment. 

 Cognizant Internship: 
 

c) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration for Internship. 

 
d) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 
 Continuous Skill Development (CSD) Program: 
c) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
d) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time to time. 

 GenC Training Post joining: 
c) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC program guidelines. 

 
d) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation to projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

 

Maya Sreekumar 
Vice President – Human Resources 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

https://campus2cognizant.cognizant.com/


 

 

Name: Ede Sirisha Designation: Programmer Trainee 

 
 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 
2010 

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, 
payable as per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from your Manager 

 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 

 



 

 

• From date of joining, women associates will be entitled to maternity leave based on 
eligibility as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus" & "House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF & ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of this letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during the 
month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits 
you the best. This plan will enable you to 

4. Choose from a bouquet of allowance or benefits 

5. Redefine your salary structure within prescribed guidelines 

6. Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 

1965. 

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 

AND 
 
Ede Sirisha, 21, residing at  (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHER PART. 
The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
2. Duties and Responsibilities 

 
d. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit. 

e. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of your employment. 
f. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of your employment. 

 
3. Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated 



 

 

entities and assign such other duties as may be deemed fit in the interest of the 
Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 

 
4. No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined by the company at its sole discretion. In addition, you shall not 
disclose, divulge or bring on to Cognizant's systems or offices, your prior employer's 
and/or their clients' proprietary or confidential information, or violate any agreement or 
obligations that you have with them. 

 
5. Confidentiality 

 
h. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or third party. 

i. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement 
to initiate legal action against you for such breach. The obligations imposed upon you 
under this clause 5 will survive even after cessation of your employment with the 
Company. 

j. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company. 

k. You shall not, during your employment with the Company and at all times thereafter, 
do or say anything that may cause direct or indirect damage to the business of the 
Company, its affiliates or their clients. 
l. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any third parties. 
m. You will not make any false, defamatory or disparaging statements about 
Cognizant, its clients, or any other employees or directors, irrespective of whether any 
such statements are likely to cause damage to any such entity or person. 
n. The Company reserves the right to require you to sign confidentiality and non-
disclosure agreements with any clients on whose project you are being assigned on 
behalf of the Company. 

 



 

 

6. Data Protection 
 
By signing below, 

 
f. you hereby provide your consent to Cognizant, its affiliates and their clients for the 
holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company's business, 
g. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients have offices, 
h. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatory authorities, 
i. you have the right to amend, modify or alter your personal information. The Company 
will exercise all reasonable diligence for safeguarding your personal information, as has 
been disclosed by you. It is clarified that the obligation will not be applicable in case of 
legally required disclosures, and 
j. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicable law/requirements. 

 
7. Work Schedule 

 
e. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified to you. 

f. The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. Any changes to be 
made to the above work timings or days shall be made by the Company at its sole 

discretion and notified to you in advance. 
g. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you in advance. 
h. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the 
processes and policies at all times. 

 



 

 

8. Background Check 
 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 
joining the Company, then the Company reserves the right to terminate your employment 
immediately. 

 
9. Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
10. Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
11. Representations and Warranties 

 
By signing below, 

 
f. you warrant that your employment with the Company does not and will not violate or 



 

 

g. otherwise conflict with any agreement (oral or otherwise) to which you are or have 
been a party and that you possess all the requisite permits, work visas and clearances to 
be able to lawfully and rightfully employed in India with the Company under the terms of 
this Agreement; 

h. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminated 

and/or expired prior to the effective start date of your employment at the Company and 
you have all the requisite power and authority, and do not require the consent of any 
third party to be employed with the Company; 
i. you represent and warrant that you shall not bring into Company premises or systems 
(or use in any manner) any third-party documents (regardless of media) or materials 
(including but not limited to proprietary information or trade secrets), or any such 
documents or materials of your previous employer, without written permissions/approvals 
from such previous employer or third parties; and 

j. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or 
otherwise) upon the Company. 

 
12. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and 
against any and all direct or indirect losses or damages, injury or liability for a claim of 
damage, loss or injury to person or property, suffered or sustained by Company and its 
affiliates which is attributable to you, resulting from any of your act or omission 
irrespective of whether it constitutes a breach of the terms of your employment or 
negligent performance of your duties as expected from you while in employment of the 
Company. 

 
13. Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our 
clients, the Company has several policies and processes relating to deployment of 
employees to projects, Career Architecture program, performance evaluation, learning 
and development/trainings and avenues of up-skilling. As a condition of your employment 
with the Company, you are responsible for upskilling yourself to make yourself eligible for 
appropriate business/client projects, thereby promoting the spirit of meritocracy and 
career development with the goal of providing world-class services to our clients. 
Therefore, you shall adhere to and meet the obligations under all such policies and 
processes, including the Associate Deployment Pool Policy and those that may be 
changed by the Company from time to time. 

 
14. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by 
applicable laws, without the prior written consent from your approving authority, it will be 
construed that you have voluntarily abandoned your employment with the Company. The 
Company shall be entitled to take appropriate disciplinary action(s) against you as per 
the Company's Job Abandonment Policy. 

 
15. Retirement 

 
You will automatically retire from employment with the Company on the last day of the 
month in which you attain the age of fifty-eight (58) years. It is hereby clarified that the 
Company reserves its right to change the retirement age at its sole discretion. 



 

 

 
16. Termination of Employment 

 
a. The Company may terminate your employment at any time with or without assigning 
any reasons by providing 90 days' advance notice to you by paying you pro rata salary in 
lieu of any notice or balance notice period. You may resign or terminate your 
employment with the Company by providing 90 days' advance notice to the Company. 
When you serve notice to resign from the employment of the Company, the Company 
may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or 
adjust the vacation accumulated towards part of the notice period. 

b. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its 
sole discretion, suspend, lay off, dismiss, discharge and/or terminate your employment 
with immediate effect by a notice in writing (without any notice period or salary in lieu of 
any notice period) in the event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy 
• Non-adherence to Associate Deployment Pool Policy 
• Violation of Social Media Policy or Conflict of Interest Policy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage 
to the Company' s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so 
authorized 

• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 
• Violation of non-disparagement obligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the 
interests of its client. 

 
17. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or 
transfer your services to any group company worldwide. On any such secondment, 
deputation, assignment or transfer of your employment, the Company and/or affiliate may 
require you to sign the applicable Overseas Deputation / International Employment 
Agreement(s) of the specific country, based on the policies of the Company. 

 
18. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to 
survive, shall all survive the termination of your employment (for any reason) and shall 
continue to apply to you even after cessation of your employment with the Company. 

 



 

 

19. Dispute Resolution and Governing law 
 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any 
Dispute with respect to the existence or validity hereof, the interpretation hereof, or the 
breach hereof. This Agreement and your employment with the Company shall be 
governed and interpreted in accordance to the laws of India and the courts in Chennai 
only shall have exclusive jurisdiction over any Dispute. Notwithstanding the aforesaid, the 
Company shall be entitled, in addition to all other remedies, to any interim relief including 
but not limited to an injunction, whether interlocutory or preliminary, restraining any 
breach of the provisions of this Agreement. 
20. General 
This Agreement and your employment is personal to you and you cannot assign, 
subcontract or transfer your rights or obligations hereunder to any other person or entity. 
No delay or failure by Company to exercise any of its powers, rights or remedies under 
this Agreement or otherwise will operate as a waiver  of such powers, rights or remedies. 
If any provision of this Agreement is held by any competent authority to be invalid or 
unenforceable, the validity of the other remaining provisions of the Agreement shall not 
be affected. You shall not make any announcement concerning Company, its affiliates 
and their employees, contractors or clients without Company's prior written consent and 
you shall not use or disclose the name, trademark, domain name, service mark, logo or 
any other intellectual property of Company and its affiliates and their employees, 
contractors or clients. 
This Agreement, together with the agreements and policies of the Company, 
Employment Offer Letter (and any attachments thereto, are the exclusive and entire 
agreement between the Parties relating to its subject matter, and supersedes all prior 
and contemporaneous discussions, agreements, negotiations, representations, and 
proposals relating to the subject matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The 
Company reserves the sole right to change any terms or conditions provided in this 
Agreement based on applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of 
the day and year first above written. 

 
Cognizant Technology Solutions India Private Limited Ede Sirisha 

 

Sign:   Sign:    
 

Name: Name: 
 

 

 

 

 

 

 

 



 

 

7.  Chelli Veneela Rani 
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

mailto:Talent.Acquisition@infosys.com


 

 

8. Ponnala Kishore, 

  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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9. Shaik Shaheena Begum   
 

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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10. Chalamalasetty Deepthi 
  

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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11 Gandham Anjaneyulu 
 

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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12 Padamata Anusha 

 
Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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13 Ponugumadi Kiran Raju 
 

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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14 Mekala Veera Malli Babu 
 

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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15   Konatham Vijaya Lakshmi 
Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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16   Muhammad  Afreen 
 

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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17 Tumati Gopi Krishna, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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18  Kollipara Pavan Bharadwaj, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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19 Lakshmipuram  Mounika, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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20. Arilli Kanaka Durga 

 
Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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21. Parupudi Pravallika  

 
Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
FoWi

pro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 
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22. Arepalli Ratnavalli Chandrika, 

  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 lakhs 
per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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23.  Umme Tasneem Firdose, 

B.Sc., Computer Science 
Pb Siddhartha College Of Arts And Science 

  

Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 
your profile and performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will 

be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 

annual target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
8. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 

 
9. 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. 

 
10. Prior to joining Cognizant, you must successfully complete the prescribed 
Internship or Continuous Skill Development (CSD) program as detailed below: 



 

 

 
At Cognizant, we invest in skill and capability development of our campus selects even 
before they join us. This is through Cognizant Internship and Continuous Skill 
Development (CSD) program. These programs focuses primarily on technical skills 
development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 
be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer of employment. 

 Cognizant Internship: 
e) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration for Internship. 
f) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 
Continuous Skill Development (CSD) Program: 
e) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
f) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time to time. 

 GenC Training Post joining: 
e) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC program guidelines. 

 
f) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation to projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

 

Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

https://campus2cognizant.cognizant.com/


 

 

Name: Umme Tasneem Firdose Designation: Programmer Trainee 

 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 
2010 

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, 
payable as per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from your Manager 

 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 

 



 

 

• From date of joining, women associates will be entitled to maternity leave based on 
eligibility as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus" & "House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF & ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of this letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during the 
month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits 
you the best. This plan will enable you to 

17 Choose from a bouquet of allowance or benefits 
18 Redefine your salary structure within prescribed guidelines 
19 Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 

1965. 

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 

AND 
 
Umme Tasneem Firdose, 21, residing at  (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHER PART. 
The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
Duties and Responsibilities 

 
g. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit. 

h. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of your employment. 
i. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of your employment. 

 



 

 

Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated 
entities and assign such other duties as may be deemed fit in the interest of the 
Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 

 
No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined by the 

Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to 
Cognizant's systems or offices, your prior employer's and/or their clients' proprietary or 
confidential information, or violate any agreement or obligations that you have with them. 

 
Confidentiality 

 
a. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or third party. 

b. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement 
to initiate legal action against you for such breach. The obligations imposed upon you 
under this clause 5 will survive even after cessation of your employment with the 
Company. 

c. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company. 

d. You shall not, during your employment with the Company and at all times thereafter, 
do or say anything that may cause direct or indirect damage to the business of the 
Company, its affiliates or their clients. 
e. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any third parties. 
f. You will not make any false, defamatory or disparaging statements about Cognizant, 
its clients, or any other employees or directors, irrespective of whether any such 
statements are likely to cause damage to any such entity or person. 
g. The Company reserves the right to require you to sign confidentiality and non-



 

 

disclosure agreements with any clients on whose project you are being assigned on 
behalf of the Company. 

 
Data Protection 

 
By signing below, 

 
k. you hereby provide your consent to Cognizant, its affiliates and their clients for the 
holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company's business, 
l. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients have offices, 
m. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatory authorities, 

n. you have the right to amend, modify or alter your personal information. The Company 
will exercise all reasonable diligence for safeguarding your personal information, as has 
been disclosed by you. It is clarified that the obligation will not be applicable in case of 
legally required disclosures, and 
o. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicable law/requirements. 

 
Work Schedule 

 
i. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified to you. 

The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. Any changes to be made 
to the above work timings or days shall be made by the Company at its sole discretion 
and notified to you in advance. 
j. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you in advance. 
k. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the 
processes and policies at all times. 

 



 

 

 
Background Check 

 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 
joining the Company, then the Company reserves the right to terminate your employment 
immediately. 

 
Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
 
 
 
 



 

 

Representations and Warranties 
 
By signing below, 

 
k. you warrant that your employment with the Company does not and will not violate or 
otherwise conflict with any agreement (oral or otherwise) to which you are or have been 
a party and that you possess all the requisite permits, work visas and clearances to be 
able to lawfully and rightfully employed in India with the Company under the terms of this 
Agreement; 

l. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminated 

and/or expired prior to the effective start date of your employment at the Company and 
you have all the requisite power and authority, and do not require the consent of any 
third party to be employed with the Company; 

a. you represent and warrant that you shall not bring into Company premises or systems (or 
use in any manner) any third-party documents (regardless of media) or materials 
(including but not limited to proprietary information or trade secrets), or any such 
documents or materials of your previous employer, without written permissions/approvals 
from such previous employer or third parties; and 

b. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or 
otherwise) upon the Company. 

 
Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and 
against any and all direct or indirect losses or damages, injury or liability for a claim of 
damage, loss or injury to person or property, suffered or sustained by Company and its 
affiliates which is attributable to you, resulting from any of your act or omission 
irrespective of whether it constitutes a breach of the terms of your employment or 
negligent performance of your duties as expected from you while in employment of the 
Company. 

 
Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our 
clients, the Company has several policies and processes relating to deployment of 
employees to projects, Career Architecture program, performance evaluation, learning 
and development/trainings and avenues of up-skilling. As a condition of your employment 
with the Company, you are responsible for upskilling yourself to make yourself eligible for 
appropriate business/client projects, thereby promoting the spirit of meritocracy and 
career development with the goal of providing world-class services to our clients. 
Therefore, you shall adhere to and meet the obligations under all such policies and 
processes, including the Associate Deployment Pool Policy and those that may be 
changed by the Company from time to time. 

 



 

 

Unauthorized Absence 
 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable laws, 
without the prior written consent from your approving authority, it will be construed that you have 
voluntarily abandoned your employment with the Company. The Company shall be entitled to take 
appropriate disciplinary action(s) against you as per the Company's Job Abandonment Policy. 

 
Retirement 

 
You will automatically retire from employment with the Company on the last day of the month in 
which you attain the age of fifty-eight (58) years. It is hereby clarified that the Company reserves its 
right to change the retirement age at its sole discretion. 

 
21. Termination of Employment 

 
c. The Company may terminate your employment at any time with or without assigning any 
reasons by providing 90 days' advance notice to you by paying you pro rata salary in lieu of any 
notice or balance notice period. You may resign or terminate your employment with the Company 
by providing 90 days' advance notice to the Company. When you serve notice to resign from the 
employment of the Company, the Company may at its sole discretion, allow you to pay salary in 
lieu for the notice period; and/or adjust the vacation accumulated towards part of the notice period. 

d. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole 
discretion, suspend, lay off, dismiss, discharge and/or terminate your employment with immediate 
effect by a notice in writing (without any notice period or salary in lieu of any notice period) in the 
event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy 
• Non-adherence to Associate Deployment Pool Policy 
• Violation of Social Media Policy or Conflict of Interest Policy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the 
Company' s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so authorized 
• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 
• Violation of non-disparagement obligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests 
of its client. 

 
22. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your 
services to any group company worldwide. On any such secondment, deputation, assignment or 
transfer of your employment, the Company and/or affiliate may require you to sign the applicable 
Overseas Deputation / International Employment Agreement(s) of the specific country, based on 
the policies of the Company. 

 
23. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall 
all survive the termination of your employment (for any reason) and shall continue to apply to you 
even after cessation of your employment with the Company. 

 



 

 

24. Dispute Resolution and Governing law 
 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with 
respect to the existence or validity hereof, the interpretation hereof, or the breach hereof. This 
Agreement and your employment with the Company shall be governed and interpreted in 
accordance to the laws of India and the courts in Chennai only shall have exclusive jurisdiction 
over any Dispute. Notwithstanding the aforesaid, the Company shall be entitled, in addition to all 
other remedies, to any interim relief including but not limited to an injunction, whether interlocutory 
or preliminary, restraining any breach of the provisions of this Agreement. 
25. General 
This Agreement and your employment is personal to you and you cannot assign, subcontract or 
transfer your rights or obligations hereunder to any other person or entity. No delay or failure by 
Company to exercise any of its powers, rights or remedies under this Agreement or otherwise will 
operate as a waiver  of such powers, rights or remedies. If any provision of this Agreement is held 
by any competent authority to be invalid or unenforceable, the validity of the other remaining 
provisions of the Agreement shall not be affected. You shall not make any announcement 
concerning Company, its affiliates and their employees, contractors or clients without Company's 
prior written consent and you shall not use or disclose the name, trademark, domain name, service 
mark, logo or any other intellectual property of Company and its affiliates and their employees, 
contractors or clients. 
This Agreement, together with the agreements and policies of the Company, Employment Offer 
Letter (and any attachments thereto, are the exclusive and entire agreement between the Parties 
relating to its subject matter, and supersedes all prior and contemporaneous discussions, 
agreements, negotiations, representations, and proposals relating to the subject matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company 
reserves the sole right to change any terms or conditions provided in this Agreement based on 
applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and 
year first above written. 

 
Cognizant Technology Solutions India Private Limited Umme Tasneem Firdose 

Sign:   Sign:    

Name: Name: 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

24. Sirigineedi Mani Kanta, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job offer for 
Operations Executive role. The compensation for this role is INR 2.2 lakhs per annum with 
one year of probation period from the date of allocation to the business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If falsification 
of data is detected during the background verification process, Infosys will revoke the job offer 
made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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25. Md .Ibrahim 

 
Based on our discussion with you, we would like to inform you of our intent to offer 
you the role of Scholar Trainee- Work Integrated Learning Program which will be 
in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by clicking 
on this link Click to Complete and accepting the contents of this 
communication within 15 calendar days. Your confirmation of interest is 
a precondition to the issuance of offer of appointment. 

 
Yours sincerely, 
FoWipro 

Limited, Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to receive these 

emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur Road 

Bengaluru 560 035 IND 
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26. Naralasetti  Pujitha  
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job offer for 
Operations Executive role. The compensation for this role is INR 2.2 lakhs per annum with 
one year of probation period from the date of allocation to the business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If falsification 
of data is detected during the background verification process, Infosys will revoke the job offer 
made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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27.  Udugula Sandhya 

 
Based on our discussion with you, we would like to inform you of our intent to offer 
you the role of Scholar Trainee- Work Integrated Learning Program which will be 
in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by clicking 
on this link Click to Complete and accepting the contents of this 
communication within 15 calendar days. Your confirmation of interest is 
a precondition to the issuance of offer of appointment. 

 
Yours sincerely, 
FoWipro 

Limited, Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to receive these 

emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur Road 

Bengaluru 560 035 IND 
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28.  Mahali  Bhuvana, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job offer for 
Operations Executive role. The compensation for this role is INR 2.2 lakhs per annum with 
one year of probation period from the date of allocation to the business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If falsification 
of data is detected during the background verification process, Infosys will revoke the job offer 
made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 
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29. Venna Sai Kumar 

Based on our discussion with you, we would like to inform you of our intent to offer 
you the role of Scholar Trainee- Work Integrated Learning Program which will be 
in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by clicking 
on this link Click to Complete and accepting the contents of this 
communication within 15 calendar days. Your confirmation of interest is 
a precondition to the issuance of offer of appointment. 

 
Yours sincerely, 
FoWipro 

Limited, Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to receive these 

emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur Road 

Bengaluru 560 035 IND 

 
 
 
 
 
 
 

https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
mailto:Venkatalla217@gmail.com
https://tracking.icims.com/f/a/fnoQyIoboh2Osavc4uwBQg~~/AAIB5gA~/RgRiVnwlP0RAaHR0cHM6Ly93aXByby5pY2ltcy5jb20vaWNpbXMyLz9yPUIyNTIyMDc3MzQxNyZjb250YWN0SWQ9NTM2MTI5NVcDc3BjQgpgbyX3c2BNJvfhUhdWZW5rYXRhbGxhMjE3QGdtYWlsLmNvbVgEAAAU4w~~
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g


 

 

30.     Jayavarapu  Harikrishna 

Based on our discussion with you, we would like to inform you of our intent to offer 
you the role of Scholar Trainee- Work Integrated Learning Program which will be 
in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by clicking 
on this link Click to Complete and accepting the contents of this 
communication within 15 calendar days. Your confirmation of interest is 
a precondition to the issuance of offer of appointment. 

 
Yours sincerely, 
FoWipro 

Limited, Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to receive these 

emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur Road Bengaluru 560 035 IND 
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31. Jittu Lakshmi 

 
Dear Lakshmi, 

We are pleased to extend to you an offer of employment with DXC Technology ("DXC" or "The 
Company"). This offer letter is in confirmation of the terms and conditions set forth for the 
position you are being considered for. 

 
This offer of appointment is subject to positive feedback on your reference checks and conditional 
upon successful background checks (which may include but not limited to criminal checks, 
verification of previous employment, education verification, credit check and appropriate 
identification verification) being conducted either by DXC or an appropriate third party, and the 
results of such background checks being favorable in DXC's reasonable opinion. Also, the offer of 
employment is contingent on you meeting the educational eligibility criteria set-forth during the 
hiring process and you meeting the qualifying criteria for our training curriculum (including cut-off 
marks for courses as maybe applicable as well as cut off marks for assessment examinations, 
jointly and severally). If any of the aforesaid conditions are not satisfied, then this offer of 
appointment will be void or will become void, on notice by DXC. If the terms & conditions are 
acceptable to you, kindly send us an acceptance mail at the earliest and confirm your date of 
joining. 

 

Along with this letter of employment we are also forwarding to you other relevant information 
for your perusal. 

 
At DXC Technology, we are greatly excited about the challenging and rewarding work 
environment. You will be an important part of the leading global information technology company 
and part of a culture that is driven to improve and outperform. 

 

To accept the offer of employment, please E−sign by providing your full name and unique 

identifier. We welcome you to join us in this exciting journey. 

Thanking You, Yours 

Sincerely, 

 
Lokendra Sethi  

Lokendra Sethi (Aug 26, 2022 09:42 GMT+5.5) 

 

Lokendra Sethi 

Vice President - Human Resources 
 

EIT SERVICES INDIA PRIVATE LIMITED (Formerly known as Hewlett-

Packard GlobalSoft Private Limited) Registered Office: 39/40, Electronics 

City, Phase II, Hosur Road, Bangalore – 

https://dxctechnology.na1.echosign.com/verifier?tx=CBJCHBCAABAAhjIz6BX_NA3ROQUsWJk87TyoPHCnXYev
https://dxctechnology.na1.echosign.com/verifier?tx=CBJCHBCAABAAhjIz6BX_NA3ROQUsWJk87TyoPHCnXYev
https://dxctechnology.na1.echosign.com/verifier?tx=CBJCHBCAABAAhjIz6BX_NA3ROQUsWJk87TyoPHCnXYev


 

 

32. ALLA VENKATA SAI , 

 
Based on our discussion with you, we would like to inform you of our intent to offer 
you the role of Scholar Trainee- Work Integrated Learning Program which will be 
in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by clicking 
on this link Click to Complete and accepting the contents of this 
communication within 15 calendar days. Your confirmation of interest is 
a precondition to the issuance of offer of appointment. 

 
Yours sincerely, 
FoWipro 

Limited, Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to receive these 

emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur Road 

Bengaluru 560 035 IND 
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33. Kodeboyina Devi Ruchitha 

  A.G & S.G Siddhartha Degree college of Arts & Science 

Dear Kodeboyina Devi Ruchitha 

We congratulate you on being selected for our “Graduate Trainee - WILP” program. 

This is a customized scholarship and working program that will enable you to obtain an M.Tech 
degree from Birla Institute of Technology and Science (BITS), Pilani. 
On joining, you will be enrolled in our Preparatory program conducted by our Corporate University 
to prepare you for work in real-time projects. On successful completion of this program, you will be 
enrolled in the BITS Work Integrated Learning Program (WILP). 
During the four-year academic program, you will be entitled to remuneration as detailed below. 

 
 
 
Period 

Scholar
ship 

(INR Per 
Month) 

ESIC 
(Compa

ny 
Contribu

tion) 
(INR 
per 

mont
h) 

 
Total 

Remunerati
on (INR per 

month) 

The first year of Work 
Integrated Learning 
Program (WILP) 

19000/- 618 19,618/- * 

Second-year of WILP 21000/- 683 21,683/-* 
  
 

Total Cost to Company (INR Per 
Annum) 

Third-year of WILP Rs.3,25,0
00* 

Fourth-year of WILP Rs.3,82,0
00* 

 
*You will be responsible for payment of all statutory contributions, taxes, dues, and levies as 

applicable under different Acts, including the ESIC Act. 

You will be required to sign a service agreement for 60 months from the date of joining. Your date 
of joining will be intimated later. You will receive a formal letter of scholarship/appointment with all 
the terms and conditions at the time of joining. 

As a token of your acceptance, that you have read and understood this Letter of Intent, please 
countersign, scan and email the document as your confirmation within a week of receiving this 
letter to campusconnect@hexaware.com, 

 
 
Truly yours, 
For Hexaware Technologies Limited Accepted 

 Candidate Signature and Date 

Monica Mathur 
Vice President-Asia Pacific Recruitment 

Kodeboyina Devi Ruchitha 

 

mailto:campusconnect@hexaware.com


 

 

34 Mr.  M Siva Mani  

5, Vuyyuru, 
Vijayawada-521163, 

Andhra Pradesh. 

Tel# -9347242298 

 
Dear Siva Mani  

 
Sub: Letter of Offer 

 
Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You have successfully 

completed our initial selection process and we are pleased to make you an offer of employment. 

 
This offer is based on your profile and performance in the selection process. You have been selected for the position 

of Graduate Trainee in Grade YG. Your gross salary including all benefits will be `1,93,158/- 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 48 

hours, this offer is liable to lapse at the discretion of TCS this offer will be automatically withdrawn. 

 
After you accept this offer you will be 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. 

 

COMPENSATION AND BENEFITS  

BASIC SALARY 

You will be eligible for a basic salary of `7,100/- 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 `2,840/- 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 `1,400/- per month. This component is subject to 

review and may change as per TCSL's compensation policy. 



 

 

 
4. Food Card 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic VISA enabled 

restaurants and fast food restaurants including TCS cafeterias.As per the Pre-Defined structure you will 

be eligible for a Food Card with an amount of `500/- being credited to this card per month. However 

you may want to re-distribute the BoB amount between the components as per your tax plan, once you 

join TCSL. 

 

PERFORMANCE PAY  

Monthly Performance Pay 

You will receive a monthly performance pay of `1,500/-. The same will be reviewed on completion of your first 

Anniversary with the company and will undergo a change basis your own ongoing individual performance. 

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

 

OTHER BENEFITS 

Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the company's Health Insurance 

Scheme(HIS). 

 
HIS offers the following benefits: 

 
1. Basic Cover 

i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 

annum and basic hospitalization expenses up to `2,00,000/- per insured person per 

annum. 

 
ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 

provided these members are explicitly enrolled by you under the scheme. Additionally, if 

you wish to cover dependent parents/parents-in-law or remaining children, the applicable 

premium per insured person is to be borne by you. 

 
2. Higher Hospitalisation 

Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your enrolled dependents 

will be automatically covered under Higher Hospitalisation benefits. 

 
i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 

family floater coverage towards hospitalisation expenses, over and above the individual 

basic coverage. 

 
ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne by TCSL. 

 
Maternity Leave 

Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or commissioning mother,may 

avail maternity leave for twelve weeks. For more details on the benefits and eligibility, once you join, please refer TCS 

India Policy - Maternity Leave. 



 

 

 
Loans 

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

  Tata Sons and Consultancy Services Employees' Welfare Trust (TWT) 

You will become a member of the TWT, on completion of continuous association of one year 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 Fund and 
Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary every month as per the 
provisions of the said Act. 

  Gratuity 

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

TERMS AND CONDITIONS 

1. Aggregate Percentage Requirements 
Your appointment will be subject to your scoring minimum aggregate (aggregate of all subjects in all 

semesters) marks of 50% or above 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  

T o 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 right 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 

Continuous Learning is a way of life in TCSL and forms a critical part of your employment with TCSL. On 

joining TCSL, you will be given the opportunity to undergo our Initial Learning program (ILP). This formal 

learning will add value to you as a professional and help you to excel in your career. 

 
Formal assessments will be carried out during your learning period. The weighted average of these 

evaluations will be a major component of your first appraisal. 

 
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. 

 
You may please note that in the event of your performance during the ILP falling short of the required 



 

 

standard, TCSL reserves the right to either extend your ILP or terminate your services. You will be confirmed 

at the end of twelve months from the date of joining TCSL. This confirmation will be communicated to you in 

writing. 

 
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 

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 

If you are on international assignment, you will be covered by the TCS India Policy-International Assignments 

(from India to other Countries) from the date of placement for an international assignment. Accordingly, you 

will be required to sign the Overseas International Assignment Agreement/s and any other applicable related 

documents pertaining to the international assignment for which you are being placed In case of every 

international assignment that exceeds 30 days, you will be required to serve TCSL as per the Notice Period 

mentioned below. 

 
This is to ensure that the knowledge and information gained by you during your assignment is shared and 

available to TCSL and its associates. This transfer of knowledge and information is essential for TCSL to 

continue to serve its clients and customers better. If you are deputed internationally for training, you will be 

required to sign an agreement to serve TCSL for a minimum period of 6 months on completion of training. 



 

 

 
12. Terms and Conditions 

The above terms and conditions of employment are specific to your employment in India and there can be 

changes to the said terms and conditions in case of deputation on international assignments during the 

course of your employment. 

 
13. TATA Code of Conduct 

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

associate of TCSL. 

 
14. Notice Period 

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 at any point in time during your 

employment, TCSL may terminate your services by giving 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. 

 
- 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 

- Diploma certificate and mark sheets of all semesters 

- Degree certificate and mark sheets for all semesters 



 

 

- 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. 

Please note that failure to produce the prescribed set of documents before completion of your Initial Learning 

Program would entitle TCSL to withdraw this offer letter. 

20. Initial Training Programme 

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. 

 
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 48 hours, 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 Limited 
 

K Ganesan 

Global Head Talent Acquisition & AIP 

 
 

 
Encl: Annexure 1: Benefits and Gross Salary Annexure 2: 

List of TCSL Centres Annexure 3: Confidentiality 

and IP Terms 

 

 

 

 

 

 

 

 

 

Click here or use a QR code scanner from your mobile to 

validate the offer letter 

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=U04Uix8iU04UFbFFZ8FZTq6T8x88Ub4UpbpF0FqTqbq6iZ8iiF8i6x66q6q6p3pF4q44606606q


 

 

 

GROSS SALARY SHEET Annexure 1 

 

Name M Siva Mani 

Designation Graduate Trainee 

Institute Name Others 

 

Table 1: Compensation Details (All Components in INR) 

Component Category Monthly Annual 

1) Fixed Compensation 
  

Basic Salary 7,100 85,200 

Bouquet Of Benefits # 5,332 63,980 

2) Performance Pay 
  

Monthly Performance Pay 1,500 18,000 

3) Annual Components/Retirals 
  

Health Insurance*** NA 4,000 

Provident Fund 852 10,224 

Gratuity 341 4,098 

ESI Contribution##  7,656 

Total of Annual Components & Retirals 1,194 18,322 

Retention Incentive NA 0 

TOTAL GROSS 15,126 1,93,158 

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

Structure as given in Table 2 will be applicable. 

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

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

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

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

Component Category Monthly Annual 
House Rent Allowance 2,840 34,080 

Leave Travel Assistance 592 7,100 

Food Card 500 6,000 

Personal Allowance 1,400 16,800 

GROSS BOUQUET OF BENEFITS 5,332 63,980 



Annexure 2 

 

 

 
 

 



 

 

 

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: 

 
• 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 lated thereto,  produced or created 

at 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, 

 
• 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). 

 
• Corporate strategies and other confidential and proprietary material and 

information, which could cause competitive harm to TCS if disclosed, 

• Customer and prospective customer lists, and 

 
• 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. 
 

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. 

 
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. 

 
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 

• The provisions hereof shall be interpreted, determined and enforced in 

accordance with the laws of India. 

 
• 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. 

 
• 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. 

 
• This Conf idential i ty clause along with other documents 

executed by the Retainer/Consultant or referenced in any such 

documents constitutes the entire understanding between the parties 

and supersedes all prior agreements and understandings pertaining to the 

subject matter thereof. No delay of omission of either Party in exercising or 

enforcing any of their rights or remedies hereunder shall constitute a waiver 

thereof. 

 

         e) This Confidentiality clause may not be amended except in writing signed by authorized  

representatives of both parties.



 

 

 
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. 

 

 

 

 

 

 

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 

 
 



 

 

35 Mopidevi Suvarnavalli  

 A.G & S.G Siddhartha Degree college of Arts & 
Science 

Dear Mopidevi Suvarnavalli 

We congratulate you on being selected for our “Graduate Trainee - WILP” program. 

This is a customized scholarship and working program that will enable you to obtain an 
M.Tech degree from Birla Institute of Technology and Science (BITS), Pilani. 
On joining, you will be enrolled in our Preparatory program conducted by our Corporate 
University to prepare you for work in real-time projects. On successful completion of this 
program, you will be enrolled in the BITS Work Integrated Learning Program (WILP). 
During the four-year academic program, you will be entitled to remuneration as detailed 
below. 

 
 
 
Period 

Scholar
ship 

(INR Per 
Month) 

ESIC 
(Compa

ny 
Contribu

tion) 
(INR 
per 

mont
h) 

 
Total 

Remunerati
on (INR per 

month) 

The first year of Work 
Integrated Learning 
Program (WILP) 

19000/- 618 19,618/- * 

Second-year of WILP 21000/- 683 21,683/-* 
  
 

Total Cost to Company (INR Per 
Annum) 

Third-year of WILP Rs.3,25,0
00* 

Fourth-year of WILP Rs.3,82,0
00* 

 
*You will be responsible for payment of all statutory contributions, taxes, dues, and levies 

as applicable under different Acts, including the ESIC Act. 

You will be required to sign a service agreement for 60 months from the date of joining. 
Your date of joining will be intimated later. You will receive a formal letter of 
scholarship/appointment with all the terms and conditions at the time of joining. 

As a token of your acceptance, that you have read and understood this Letter of Intent, 
please countersign, scan and email the document as your confirmation within a week of 
receiving this letter to campusconnect@hexaware.com, 

 
Truly yours, 
For Hexaware Technologies Limited Accepted 

 Candidate Signature and Date 

Monica Mathur 
Vice President-Asia Pacific Recruitment 

Mopidevi Suvarnavalli 

 

 
 

mailto:campusconnect@hexaware.com


 

 

 

36. Arige Venkata Sai Madhav Babu, 

B.Sc., Computer Science 
A.G & S.G Siddhartha College Of Arts And Science 

  

Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 

your profile and performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will 

be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 

annual target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
11. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 

 
12. 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. 

 
13. Prior to joining Cognizant, you must successfully complete the prescribed 
Internship or Continuous Skill Development (CSD) program as detailed below: 

 
At Cognizant, we invest in skill and capability development of our campus selects even 
before they join us. This is through Cognizant Internship and Continuous Skill 



 

 

Development (CSD) program. These programs focuses primarily on technical skills 
development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 
be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer of employment. 

 Cognizant Internship: 
 

g) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration for Internship. 

 
h) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 

 
 Continuous Skill Development (CSD) Program: 

 
g) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
h) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time to time. 

 
 GenC Training Post joining: 

 
g) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC program guidelines. 

 
h) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation to projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

 

Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

https://campus2cognizant.cognizant.com/


 

 

Name: Arige Venkata Sai Madhav Babu Designation: Programmer Trainee 

 
Signature: Date: 

 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 
2010 

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, 
payable as per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from your Manager 

 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 

 



 

 

• From date of joining, women associates will be entitled to maternity leave based on 
eligibility as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus" & "House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF & ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of this letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during the 
month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits 
you the best. This plan will enable you to 

20 Choose from a bouquet of allowance or benefits 
21 Redefine your salary structure within prescribed guidelines 
22 Optimize your earnings 

** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 

1965. 

Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 

AND 
 
Arige Venkata Sai Madhav Babu, 21, residing at  (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHER PART. 
The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
26. Duties and Responsibilities 

 
j. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit. 

k. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of your employment. 
l. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of your employment. 

 
27. Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated 



 

 

entities and assign such other duties as may be deemed fit in the interest of the 
Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 

 
28. No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined by the 

Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to 
Cognizant's systems or offices, your prior employer's and/or their clients' proprietary or 
confidential information, or violate any agreement or obligations that you have with them. 

 
29. Confidentiality 

 
h. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or third party. 

i. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement 
to initiate legal action against you for such breach. The obligations imposed upon you 
under this clause 5 will survive even after cessation of your employment with the 
Company. 

j. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company. 

k. You shall not, during your employment with the Company and at all times thereafter, 
do or say anything that may cause direct or indirect damage to the business of the 
Company, its affiliates or their clients. 
l. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any third parties. 
m. You will not make any false, defamatory or disparaging statements about 
Cognizant, its clients, or any other employees or directors, irrespective of whether any 
such statements are likely to cause damage to any such entity or person. 
n. The Company reserves the right to require you to sign confidentiality and non-
disclosure agreements with any clients on whose project you are being assigned on 
behalf of the Company. 

 
30. Data Protection 

 



 

 

By signing below, 

 
p. you hereby provide your consent to Cognizant, its affiliates and their clients for the 
holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company's business, 
q. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients have offices, 
r. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatory authorities, 
s. you have the right to amend, modify or alter your personal information. The Company 
will exercise all reasonable diligence for safeguarding your personal information, as has 
been disclosed by you. It is clarified that the obligation will not be applicable in case of 
legally required disclosures, and 
t. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicable law/requirements. 

 
31. Work Schedule 

 
l. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified to you. 

m.The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. Any changes to be 
made to the above work timings or days shall be made by the Company at its sole 

discretion and notified to you in advance. 
n. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you in advance. 
o. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the 
processes and policies at all times. 

 
32. Background Check 

 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 



 

 

joining the Company, then the Company reserves the right to terminate your employment 
immediately. 

 
33. Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
34. Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
35. Representations and Warranties 

 
By signing below, 

 
c. you warrant that your employment with the Company does not and will not violate or 
otherwise conflict with any agreement (oral or otherwise) to which you are or have been 
a party and that you possess all the requisite permits, work visas and clearances to be 
able to lawfully and rightfully employed in India with the Company under the terms of this 
Agreement; 

d. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminated 



 

 

and/or expired prior to the effective start date of your employment at the Company and you 
have all the requisite power and authority, and do not require the consent of any third party 
to be employed with the Company; 
e. you represent and warrant that you shall not bring into Company premises or systems (or 
use in any manner) any third-party documents (regardless of media) or materials (including 
but not limited to proprietary information or trade secrets), or any such documents or 
materials of your previous employer, without written permissions/approvals from such 
previous employer or third parties; and 

f. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or 
otherwise) upon the Company. 

 
36. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and against 
any and all direct or indirect losses or damages, injury or liability for a claim of damage, loss 
or injury to person or property, suffered or sustained by Company and its affiliates which is 
attributable to you, resulting from any of your act or omission irrespective of whether it 
constitutes a breach of the terms of your employment or negligent performance of your 
duties as expected from you while in employment of the Company. 

 
37. Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our 
clients, the Company has several policies and processes relating to deployment of 
employees to projects, Career Architecture program, performance evaluation, learning and 
development/trainings and avenues of up-skilling. As a condition of your employment with 
the Company, you are responsible for upskilling yourself to make yourself eligible for 
appropriate business/client projects, thereby promoting the spirit of meritocracy and career 
development with the goal of providing world-class services to our clients. Therefore, you 
shall adhere to and meet the obligations under all such policies and processes, including 
the Associate Deployment Pool Policy and those that may be changed by the Company 
from time to time. 

 
38. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable 
laws, without the prior written consent from your approving authority, it will be construed 
that you have voluntarily abandoned your employment with the Company. The Company 
shall be entitled to take appropriate disciplinary action(s) against you as per the Company's 
Job Abandonment Policy. 

 
39. Retirement 

 
You will automatically retire from employment with the Company on the last day of the 
month in which you attain the age of fifty-eight (58) years. It is hereby clarified that the 
Company reserves its right to change the retirement age at its sole discretion. 

 
40. Termination of Employment 

 
e. The Company may terminate your employment at any time with or without assigning any 



 

 

reasons by providing 90 days' advance notice to you by paying you pro rata salary in lieu 
of any notice or balance notice period. You may resign or terminate your employment with 
the Company by providing 90 days' advance notice to the Company. When you serve 
notice to resign from the employment of the Company, the Company may at its sole 
discretion, allow you to pay salary in lieu for the notice period; and/or adjust the vacation 
accumulated towards part of the notice period. 

f. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its 
sole discretion, suspend, lay off, dismiss, discharge and/or terminate your employment with 
immediate effect by a notice in writing (without any notice period or salary in lieu of any 
notice period) in the event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy 
• Non-adherence to Associate Deployment Pool Policy 
• Violation of Social Media Policy or Conflict of Interest Policy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to 
the Company' s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so 
authorized 

• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 
• Violation of non-disparagement obligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the 
interests of its client. 

 
41. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or transfer 
your services to any group company worldwide. On any such secondment, deputation, 
assignment or transfer of your employment, the Company and/or affiliate may require you 
to sign the applicable Overseas Deputation / International Employment Agreement(s) of the 
specific country, based on the policies of the Company. 
42. Survival 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to 
survive, shall all survive the termination of your employment (for any reason) and shall 
continue to apply to you even after cessation of your employment with the Company. 

 
43. Dispute Resolution and Governing law 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any 
Dispute with respect to the existence or validity hereof, the interpretation hereof, or the 
breach hereof. This Agreement and your employment with the Company shall be governed 
and interpreted in accordance to the laws of India and the courts in Chennai only shall have 
exclusive jurisdiction over any Dispute. Notwithstanding the aforesaid, the Company shall 
be entitled, in addition to all other remedies, to any interim relief including but not limited to 
an injunction, whether interlocutory or preliminary, restraining any breach of the provisions 
of this Agreement. 
44. General 
This Agreement and your employment is personal to you and you cannot assign, 
subcontract or transfer your rights or obligations hereunder to any other person or entity. 
No delay or failure by Company to exercise any of its powers, rights or remedies under this 
Agreement or otherwise will operate as a waiver  of such powers, rights or remedies. If any 



 

 

provision of this Agreement is held by any competent authority to be invalid or 
unenforceable, the validity of the other remaining provisions of the Agreement shall not be 
affected. You shall not make any announcement concerning Company, its affiliates and 
their employees, contractors or clients without Company's prior written consent and you 
shall not use or disclose the name, trademark, domain name, service mark, logo or any 
other intellectual property of Company and its affiliates and their employees, contractors or 
clients. 
This Agreement, together with the agreements and policies of the Company, Employment 
Offer Letter (and any attachments thereto, are the exclusive and entire agreement between 
the Parties relating to its subject matter, and supersedes all prior and contemporaneous 
discussions, agreements, negotiations, representations, and proposals relating to the 
subject matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The 
Company reserves the sole right to change any terms or conditions provided in this 
Agreement based on applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the 
day and year first above written. 

 
Cognizant Technology Solutions India Private Limited Arige Venkata Sai Madhav 
Babu 

Sign:   Sign:    
 

Name: Name: 
 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

 



 

 

37. P.Anil Kumar 

 

 

 



 

 

38. Bheri Ruchitha   

 
Based on our discussion with you, we would like to inform you of our intent to 
offer you the role of Scholar Trainee- Work Integrated Learning Program 
which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have any 
clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

 
Please confirm your interest to receive offer of appointment by 
clicking on this link Click to Complete and accepting the contents 
of this communication within 15 calendar days. Your confirmation 
of interest is a precondition to the issuance of offer of 
appointment. 

 
Yours sincerely, 
FoWipr

o Limited, 
Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to receive 

these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 

 
 
 

https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
mailto:Venkatalla217@gmail.com
https://tracking.icims.com/f/a/fnoQyIoboh2Osavc4uwBQg~~/AAIB5gA~/RgRiVnwlP0RAaHR0cHM6Ly93aXByby5pY2ltcy5jb20vaWNpbXMyLz9yPUIyNTIyMDc3MzQxNyZjb250YWN0SWQ9NTM2MTI5NVcDc3BjQgpgbyX3c2BNJvfhUhdWZW5rYXRhbGxhMjE3QGdtYWlsLmNvbVgEAAAU4w~~
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g


 

 

39. K.V.S Hemanth Kumar   

Offer of Apprenticeship 

 
 
K.V.S Hemanth Kumar   
At Cyient we strive to provide comprehensive solutions that help our clients achieve 
their operational and business goals. 

 
To help Cyient meet its accelerated growth plan, we are delighted to offer you the 
position of Trainee Apprentice to join Cyient (referred to as Cyient or the Company) in 
this journey. 

 
Duration of this assignment shall be for 12 months (twelve months) from the date of joining 
and is expected to extend or decrease, based on the company needs. You shall be 
intimated time to time on any changes in the assignment. 

 
This offer is subject to your acceptance of the attached terms and conditions, please e-
mail your acceptance of this offer of apprentice to initiate the on-boarding process. 
Start date: On 17-Dec-2021 

 
Place of Work: Hyderabad, Madhapur 
Address: Plot No.11, Software 

Units Layout Infocity, 
Madhapur 
Hyderabad- 500081 
Telangana 

 
We welcome you to the Cyient family and look forward to a mutually beneficial and 
purposeful association. Should you need any clarification, please contact Talent 
Acquisition SPOC Suresh Gunari and Email - suresh.gunari@cyient.com 

 
For Cyient Ltd. 

 
Soumya Pola 

Senior Manager - HR 
Annexures: 
1) Compensation Structure Details (if applicable) 
2) Instructions for onboarding 
3) Terms and conditions 

 
Trainee Apprentice Signature 

mailto:suresh.gunari@cyient.com


Annexure 2 

 

 

 
 

Annexure - 1 
 

Components Description Monthl
y 
(INR) 

Yearl
y 
(INR
) 

Stipend First 6 months (A) 13,000  

 After completion of 6 
months (B) 

14,000  

 Overall CTC (A+B)  1,62,000 

    

Special Allowances    

*Productivity 
Linked 
Performance 
(PLI) 

Paid every 3 months in 
4 equal installments 
based on performance, 
post completion of 
training 

 Upto 25,000 

Special Stipend Paid every 6 
months in 2 equal 
installments 

 13,000 

    

 Full year Potential 
earnings 

 200,000 

    

* PLI - You will be eligible for productivity linked incentive (PLI) post completion of 
training which has a maximum earning potential of INR 6,250 per quarter in addition to 
monthly stipend. The PLI will be based on your performance. 
Company reserves the right to amend certain terms and conditions of PLI from time to 
time to cope with the changing business needs and environment which shall be 
communicated appropriately. 

 
Benefits 

• You are eligible for annual leaves as per the Cyient policy 
• You and your family are eligible for Employee State Insurance (ESI) 
• Subsidized office transportation 

Note: Your performance shall be reviewed on completion of one year, basis 
which you could be considered for a full-time employment with Cyient. The gross 
salary for a full-time employment based on your role will vary from INR 2,50,000 − 
INR 2,75,000 per annum. In addition to the compensation you will also be eligible 
for PLI, allowances and other benefits. 



Annexure 2 

 

 

For Cyient Ltd. 

 
 

Soumya Pola 
Senior Manager - HR Trainee Apprentice 
Signature 

 
List of documents to be carried for on-boarding formalities: 

 
Please note that you must carry One set of photo copies of each of the 
documents mentioned below and bring the originals along with you for 
verification on your date of joining. 

 
• Educational Documents(As applicable) 

○ 10th Standard Mark Sheet 
○ 12th Standard Mark Sheet 
○ UG/Diploma Degree Certificate/Provisional and Mark Sheets 
○ PG Degree Certificate/Provisional and Mark Sheets 

 
• ID Proof 

○ Aadhar Card (2 photocopies) 
○ PAN Card (2 photocopies) 

 
• Four Passport size photographs(Recent) 

 
 

Other Details: 
 

Contact Person: PhaniKumar Daivam / Prathibha 
 
 

For Cyient Ltd. 
 

 
Soumya Pola 
Senior Manager - HR 
Internal Reference: JR-027898 

 
 

Annexure 3 
 
 

Terms and conditions  
 



Annexure 2 

 

 

1. Compensation 
As detailed in Annexure 1 

 
2. Education Qualification 
This offer of apprenticeship to you is made based on the premise that you have 
acquired the desired qualification with 50% marks. If you are awaiting the results as on 
the date of joining and do not complete the qualification subsequently with the above 
percentage, this offer stands cancelled. 

 
3. Transfer & Deputation 
You can be transferred to other departments, locations, subsidiaries, sister companies, 
or deputed to any client's site, within India based on the requirements of the 
organization or exigencies of work from time-to- time. Disobedience of such orders of 
the Company will be construed as grave misconduct and may lead to punitive action. 

 
4. Code of Business conduct 
You will be governed by the Code of Business Conduct as is in force from time-to-time. 

 
5. Applicability of changes in the general terms and conditions of apprenticeship and 
policies made by the company subsequently. 
Company reserves the right to amend certain terms and conditions of apprenticeship and 
/or policies from time to time to cope with the changing business needs and environment 
which shall be communicated appropriately. Unless given specific exemption, you shall be 
bound by these policies of the company and the amended terms and conditions 
automatically. 

 
6. Shifts 
Company reserves the right to run the shifts, change the shift timings, fix the criteria to 
attend in shifts within the applicable laws based on its business needs and all its 
employees are bound by it. 

 
7. Leave 
You will be governed by the Cyient annual leave policy that is in force from time-to-time. 

 
8. Medical Examination 
The company reserves its right to have you undergo medical examination from time-to-
time. The appointment, shall at all times, be subject to a doctor, certifying you to be fit to 
carry out your duties. 

 
9. Dress Code 
While at work you are a brand ambassador for Cyient, and it is important to therefore dress 
the part. Please ensure you align with our Dress Code Policy and dress in Business Formals 
on Weekdays and especially during any customer visits or presentations. Business 
Informal is permitted on Friday. 

 
10. Performance Review 
Your performance shall be reviewed periodically as per the Performance Assessment 
Guidelines Policy for Apprentices which is operational in the company. 

 
Trainee Apprentice Signature 



 

 

 

 

11. Declarations & Information 

This offer of apprenticeship is made based on the information furnished by you 

regarding your personal data, education qualification and experience. If any 

information furnished by you proves to be false or willfully suppressed, this 

apprenticeship is liable to be terminated. 

 
12. Associate's Non-Disclosure agreement 

You will need to keep all information pertaining to Cyient and its subsidiaries, customers 

and all stakeholders confidential. Please execute the Non-Disclosure Agreement as 

stipulated by the company at the time of joining. 

 
13. Non-solicitation: 

During the term of apprenticeship , and for a period of one (1) year immediately 

thereafter, you agree not to solicit any employee or apprentice, or independent 

contractor of the Company on behalf of any other business enterprise, nor shall you 

induce any employee or apprentice or independent contractor associated with the 

Company to terminate or breach an apprenticeship, contractual or other relationship with 

the Company. 

 
14. Termination of Apprenticeship 

Either party can terminate this contract of apprenticeship without giving any reasons 

thereof subject to a minimum of one month's notice period (in writing). However, 

company reserves the right to pay one month's stipend in lieu of the notice period and 

terminate the contract with immediate effect. 

 
15. Dismissal. 

Company reserves the right to dismiss you without any notice or payment in lieu of 

notice in the event of misconduct which constitutes a breach of integrity under the 

Company's Code of Business Conduct. 

 
16. Voluntary Abandonment 

Should you not report to duty for more than 9 consecutive days without prior sanction of 

leave from your superior, it will be construed that you have voluntarily abandoned from 

the apprenticeship and your contract for the same will stand terminated. 

 
17. Surrender of Company assets and Exit Process. 

Please adhere to the requirements of the exit process in terms of settling all claims. 

You will also need to surrender all the tangible assets of the Company, including the 

data and information in soft or hard form which are in your possession by virtue of your 

apprenticeship before separation from the Company. 

 
18. Travel 

You may be required to undertake travel on behalf of the Company work and will be paid 

travel expenses as per the applicable travel policy for the same. 

 
19. Contact information 

Please keep the company informed of your postal address, telephone number, fax, email, 

or any other means for communication including changes that may occur during the 

period of your apprenticeship. Any communication sent to the last informed address is 

deemed as served. 

 



 

 

20. Jurisdiction 

The appropriate Courts situated in Ranga Reddy District, Telangana shall alone have 

exclusive jurisdiction to try any disputes arising out of this contract of apprenticeship. 

 

Trainee Apprentice Signature 

 
 

 
21. Back Ground Verification 

Acceptance of this offer also confirms your consent to Cyient Limited to carry out 

necessary back ground checks on Education, Previous apprenticeship/employment 

and felony records. 

 
22. Extension of apprenticeship. 

The Company reserves the right to curtail or extend the training period of the trainee at 

its discretion besides that the Company can shift the trainee from the present 

Company to some of its other unit or subsidiary company. 

 
ACCEPTANCE: I have read and fully understood the above terms and conditions and I 

accept the same without any reservations. 

 

Date: 

 
Place: 

 
Trainee Apprentice Signature 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 



 

 

40. Ranga Nagalakshmi 
07-Jun-2021 

 

B.Sc., Computer Science 
A.G& S.G Siddhartha College Of Arts And Science 

  

Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 

your profile and performance in the selection process. 

You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will 

be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 

annual target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
14. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 

 
15. 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. 

 
16. Prior to joining Cognizant, you must successfully complete the prescribed 
Internship or Continuous Skill Development (CSD) program as detailed below: 

 
At Cognizant, we invest in skill and capability development of our campus selects even 



 

 

before they join us. This is through Cognizant Internship and Continuous Skill 
Development (CSD) program. These programs focuses primarily on technical skills 
development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 
be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer of employment. 

 

 Cognizant Internship: 

 
i) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration for Internship. 

 
j) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 

 
 Continuous Skill Development (CSD) Program: 

 
i) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
j) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time to time. 

 
 GenC Training Post joining: 

 
i) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC program guidelines. 

 
j) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation to projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

 

Maya Sreekumar 
Vice President – Human Resources 

https://campus2cognizant.cognizant.com/


 

 

Name: Ranga Nagalakshmi Designation: Programmer Trainee 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

 
 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 
2010 

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, 
payable as per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from your Manager 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 



 

 

 
• From date of joining, women associates will be entitled to maternity leave based on 
eligibility as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus" & "House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF & ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of this letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during the 
month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits 
you the best. This plan will enable you to 

23 Choose from a bouquet of allowance or benefits 
24 Redefine your salary structure within prescribed guidelines 
25 Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 

1965. 

Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 

AND 
 
Ranga Nagalakshmi, 21, residing at  (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHER PART. 

The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
45. Duties and Responsibilities 

 
m. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit. 

n. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of your employment. 
o. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of your employment. 

 
46. Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated 
entities and assign such other duties as may be deemed fit in the interest of the 
Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 



 

 

 
47. No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined by the 

Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to 
Cognizant's systems or offices, your prior employer's and/or their clients' proprietary or 
confidential information, or violate any agreement or obligations that you have with them. 
 

48. Confidentiality 
 

o. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or third party. 

p. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement 
to initiate legal action against you for such breach. The obligations imposed upon you 
under this clause 5 will survive even after cessation of your employment with the 
Company. 

q. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company. 

r. You shall not, during your employment with the Company and at all times thereafter, 
do or say anything that may cause direct or indirect damage to the business of the 
Company, its affiliates or their clients. 
s. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any third parties. 
t. You will not make any false, defamatory or disparaging statements about Cognizant, 
its clients, or any other employees or directors, irrespective of whether any such 
statements are likely to cause damage to any such entity or person. 
u. The Company reserves the right to require you to sign confidentiality and non-
disclosure agreements with any clients on whose project you are being assigned on 
behalf of the Company. 

 
49. Data Protection 

 
By signing below, 

 
u. you hereby provide your consent to Cognizant, its affiliates and their clients for the 



 

 

holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company's business, 
v. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients have offices, 
w. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatory authorities, 
x. you have the right to amend, modify or alter your personal information. The Company 
will exercise all reasonable diligence for safeguarding your personal information, as has 
been disclosed by you. It is clarified that the obligation will not be applicable in case of 
legally required disclosures, and 
y. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicable law/requirements. 

 
50. Work Schedule 

 
p. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified to you. 

q. The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. Any changes to be 
made to the above work timings or days shall be made by the Company at its sole 

discretion and notified to you in advance. 
r. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you in advance. 
s. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the 
processes and policies at all times. 

 
51. Background Check 

 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 
joining the Company, then the Company reserves the right to terminate your employment 
immediately. 

 



 

 

52. Compliance with Company Policies 
 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
53. Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
54. Representations and Warranties 

 
By signing below, 

 
g. you warrant that your employment with the Company does not and will not violate or 
otherwise conflict with any agreement (oral or otherwise) to which you are or have been 
a party and that you possess all the requisite permits, work visas and clearances to be 
able to lawfully and rightfully employed in India with the Company under the terms of this 
Agreement; 

h. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminated 

and/or expired prior to the effective start date of your employment at the Company and 
you have all the requisite power and authority, and do not require the consent of any 
third party to be employed with the Company; 
i. you represent and warrant that you shall not bring into Company premises or systems 
(or use in any manner) any third-party documents (regardless of media) or materials 
(including but not limited to proprietary information or trade secrets), or any such 



 

 

documents or materials of your previous employer, without written permissions/approvals 
from such previous employer or third parties; and 

j. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or 
otherwise) upon the Company. 

 
55. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and 
against any and all direct or indirect losses or damages, injury or liability for a claim of 
damage, loss or injury to person or property, suffered or sustained by Company and its 
affiliates which is attributable to you, resulting from any of your act or omission 
irrespective of whether it constitutes a breach of the terms of your employment or 
negligent performance of your duties as expected from you while in employment of the 
Company. 

 
56. Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our 
clients, the Company has several policies and processes relating to deployment of 
employees to projects, Career Architecture program, performance evaluation, learning 
and development/trainings and avenues of up-skilling. As a condition of your employment 
with the Company, you are responsible for upskilling yourself to make yourself eligible for 
appropriate business/client projects, thereby promoting the spirit of meritocracy and 
career development with the goal of providing world-class services to our clients. 
Therefore, you shall adhere to and meet the obligations under all such policies and 
processes, including the Associate Deployment Pool Policy and those that may be 
changed by the Company from time to time. 

 
57. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by 
applicable laws, without the prior written consent from your approving authority, it will be 
construed that you have voluntarily abandoned your employment with the Company. The 
Company shall be entitled to take appropriate disciplinary action(s) against you as per 
the Company's Job Abandonment Policy. 

 
58. Retirement 

 
You will automatically retire from employment with the Company on the last day of the 
month in which you attain the age of fifty-eight (58) years. It is hereby clarified that the 
Company reserves its right to change the retirement age at its sole discretion. 

 
59. Termination of Employment 

 
g. The Company may terminate your employment at any time with or without assigning 
any reasons by providing 90 days' advance notice to you by paying you pro rata salary in 
lieu of any notice or balance notice period. You may resign or terminate your 
employment with the Company by providing 90 days' advance notice to the Company. 
When you serve notice to resign from the employment of the Company, the Company 
may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or 
adjust the vacation accumulated towards part of the notice period. 

h. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its 
sole discretion, suspend, lay off, dismiss, discharge and/or terminate your employment 
with immediate effect by a notice in writing (without any notice period or salary in lieu of 
any notice period) in the event of your: 



 

 

• Misconduct, as provided in Misconduct and Disciplinary Action Policy 
• Non-adherence to Associate Deployment Pool Policy 
• Violation of Social Media Policy or Conflict of Interest Policy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage 
to the Company' s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so 
authorized 

• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 
• Violation of non-disparagement obligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the 
interests of its client. 

 
60. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or 
transfer your services to any group company worldwide. On any such secondment, 
deputation, assignment or transfer of your employment, the Company and/or affiliate may 
require you to sign the applicable Overseas Deputation / International Employment 
Agreement(s) of the specific country, based on the policies of the Company. 

 
61. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to 
survive, shall all survive the termination of your employment (for any reason) and shall 
continue to apply to you even after cessation of your employment with the Company. 

 
62. Dispute Resolution and Governing law 

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any 
Dispute with respect to the existence or validity hereof, the interpretation hereof, or the 
breach hereof. This Agreement and your employment with the Company shall be 
governed and interpreted in accordance to the laws of India and the courts in Chennai 
only shall have exclusive jurisdiction over any Dispute. Notwithstanding the aforesaid, the 
Company shall be entitled, in addition to all other remedies, to any interim relief including 
but not limited to an injunction, whether interlocutory or preliminary, restraining any 
breach of the provisions of this Agreement. 
63. General 
This Agreement and your employment is personal to you and you cannot assign, 
subcontract or transfer your rights or obligations hereunder to any other person or entity. 
No delay or failure by Company to exercise any of its powers, rights or remedies under 
this Agreement or otherwise will operate as a waiver  of such powers, rights or remedies. 
If any provision of this Agreement is held by any competent authority to be invalid or 
unenforceable, the validity of the other remaining provisions of the Agreement shall not 
be affected. You shall not make any announcement concerning Company, its affiliates 
and their employees, contractors or clients without Company's prior written consent and 
you shall not use or disclose the name, trademark, domain name, service mark, logo or 
any other intellectual property of Company and its affiliates and their employees, 
contractors or clients. 
This Agreement, together with the agreements and policies of the Company, 
Employment Offer Letter (and any attachments thereto, are the exclusive and entire 
agreement between the Parties relating to its subject matter, and supersedes all prior 
and contemporaneous discussions, agreements, negotiations, representations, and 
proposals relating to the subject matter hereof. 



 

 

You shall be required to treat the terms of this Agreement as strictly confidential. The 
Company reserves the sole right to change any terms or conditions provided in this 
Agreement based on applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of 
the day and year first above written. 

 
Cognizant Technology Solutions India Private Limited Ranga Nagalakshmi 

Sign:   Sign:    

Name: Name: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

41. Ayesha Begum, 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

42 Ummadisetti  Naveena, 

07-Jun-2021 

 
B.Sc., Computer Science 
Pb Siddhartha College Of Arts And Science 

  

Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 
your profile and performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will 

be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 

annual target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
17. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 

 
18. 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. 

 
19. Prior to joining Cognizant, you must successfully complete the prescribed 
Internship or Continuous Skill Development (CSD) program as detailed below: 

 
At Cognizant, we invest in skill and capability development of our campus selects even 



 

 

before they join us. This is through Cognizant Internship and Continuous Skill 
Development (CSD) program. These programs focuses primarily on technical skills 
development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 
be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer of employment. 

 Cognizant Internship: 
k) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration for Internship. 

 
l) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 
 Continuous Skill Development (CSD) Program: 
k) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
l) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time to time. 

 GenC Training Post joining: 
k) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC program guidelines. 
l) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation to projects/roles. 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

 

Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

https://campus2cognizant.cognizant.com/


 

 

Name: Ummadisetti Naveena Designation: Programmer Trainee 

 
 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 
2010 

• Gratuity, on separation after 4 years and 240 calendar days of continuous service, 
payable as per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from your Manager 

 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 

 
• From date of joining, women associates will be entitled to maternity leave based on 



 

 

eligibility as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus" & "House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF & ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of this letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during the 
month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits 
you the best. This plan will enable you to 

26 Choose from a bouquet of allowance or benefits 
27 Redefine your salary structure within prescribed guidelines 
28 Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 

1965. 

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 

AND 
 
Ummadisetti Naveena, 21, residing at  (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHER PART. 
The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
64. Duties and Responsibilities 

 
p. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter and spirit. 

q. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of your employment. 
r. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of your employment. 

 
65. Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated 



 

 

entities and assign such other duties as may be deemed fit in the interest of the 
Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 

 
66. No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined by the 

Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to 
Cognizant's systems or offices, your prior employer's and/or their clients' proprietary or 
confidential information, or violate any agreement or obligations that you have with them. 

 
67. Confidentiality 

 
v. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or third party. 

w. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement 
to initiate legal action against you for such breach. The obligations imposed upon you 
under this clause 5 will survive even after cessation of your employment with the 
Company. 

x. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of the Company. 

y. You shall not, during your employment with the Company and at all times thereafter, 
do or say anything that may cause direct or indirect damage to the business of the 
Company, its affiliates or their clients. 
z. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any third parties. 
aa. You will not make any false, defamatory or disparaging statements about 
Cognizant, its clients, or any other employees or directors, irrespective of whether any 
such statements are likely to cause damage to any such entity or person. 
bb. The Company reserves the right to require you to sign confidentiality and non-
disclosure agreements with any clients on whose project you are being assigned on 
behalf of the Company. 

 
68. Data Protection 

 



 

 

By signing below, 

 
z. you hereby provide your consent to Cognizant, its affiliates and their clients for the 
holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company's business, 
aa. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients have offices, 
bb. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatory authorities, 
cc. you have the right to amend, modify or alter your personal information. The 
Company will exercise all reasonable diligence for safeguarding your personal 
information, as has been disclosed by you. It is clarified that the obligation will not be 
applicable in case of legally required disclosures, and 
dd. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicable law/requirements. 

 
69. Work Schedule 

 
t. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified to you. 

u. The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. Any changes to be 
made to the above work timings or days shall be made by the Company at its 
solediscretion and notified to you in advance. 
v. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you in advance. 
w. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the 
processes and policies at all times. 

 
70. Background Check 

 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 



 

 

joining the Company, then the Company reserves the right to terminate your employment 
immediately. 

 
71. Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
72. Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
73. Representations and Warranties 

 
By signing below, 

 
k. you warrant that your employment with the Company does not and will not violate or 
otherwise conflict with any agreement (oral or otherwise) to which you are or have been 
a party and that you possess all the requisite permits, work visas and clearances to be 
able to lawfully and rightfully employed in India with the Company under the terms of this 
Agreement; 

l. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminated 



 

 

and/or expired prior to the effective start date of your employment at the Company and you 
have all the requisite power and authority, and do not require the consent of any third party to 
be employed with the Company; 
m. you represent and warrant that you shall not bring into Company premises or systems (or use 
in any manner) any third-party documents (regardless of media) or materials (including but not 
limited to proprietary information or trade secrets), or any such documents or materials of your 
previous employer, without written permissions/approvals from such previous employer or third 
parties; and 

n. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or otherwise) 
upon the Company. 

 
74. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any 
and all direct or indirect losses or damages, injury or liability for a claim of damage, loss or 
injury to person or property, suffered or sustained by Company and its affiliates which is 
attributable to you, resulting from any of your act or omission irrespective of whether it 
constitutes a breach of the terms of your employment or negligent performance of your duties 
as expected from you while in employment of the Company. 

 
75. Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, 
the Company has several policies and processes relating to deployment of employees to 
projects, Career Architecture program, performance evaluation, learning and 
development/trainings and avenues of up-skilling. As a condition of your employment with the 
Company, you are responsible for upskilling yourself to make yourself eligible for appropriate 
business/client projects, thereby promoting the spirit of meritocracy and career development 
with the goal of providing world-class services to our clients. Therefore, you shall adhere to and 
meet the obligations under all such policies and processes, including the Associate Deployment 
Pool Policy and those that may be changed by the Company from time to time. 

 
76. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable 
laws, without the prior written consent from your approving authority, it will be construed that 
you have voluntarily abandoned your employment with the Company. The Company shall be 
entitled to take appropriate disciplinary action(s) against you as per the Company's Job 
Abandonment Policy. 

 
77. Retirement 

 
You will automatically retire from employment with the Company on the last day of the month in 
which you attain the age of fifty-eight (58) years. It is hereby clarified that the Company 
reserves its right to change the retirement age at its sole discretion. 

 
78. Termination of Employment 

 
i. The Company may terminate your employment at any time with or without assigning any 
reasons by providing 90 days' advance notice to you by paying you pro rata salary in lieu of 



 

 

any notice or balance notice period. You may resign or terminate your employment with the 
Company by providing 90 days' advance notice to the Company. When you serve notice to 
resign from the employment of the Company, the Company may at its sole discretion, allow 
you to pay salary in lieu for the notice period; and/or adjust the vacation accumulated towards 
part of the notice period. 

j. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole 
discretion, suspend, lay off, dismiss, discharge and/or terminate your employment with 
immediate effect by a notice in writing (without any notice period or salary in lieu of any notice 
period) in the event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy 
• Non-adherence to Associate Deployment Pool Policy 
• Violation of Social Media Policy or Conflict of Interest Policy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the 
Company' s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so authorized 
• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 
• Violation of non-disparagement obligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the 
interests of its client. 

 
79. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or transfer 
your services to any group company worldwide. On any such secondment, deputation, 
assignment or transfer of your employment, the Company and/or affiliate may require you to 
sign the applicable Overseas Deputation / International Employment Agreement(s) of the 
specific country, based on the policies of the Company. 

 
80. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, 
shall all survive the termination of your employment (for any reason) and shall continue to apply 
to you even after cessation of your employment with the Company. 

 
81. Dispute Resolution and Governing law 

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any Dispute 
with respect to the existence or validity hereof, the interpretation hereof, or the breach hereof. 
This Agreement and your employment with the Company shall be governed and interpreted in 
accordance to the laws of India and the courts in Chennai only shall have exclusive jurisdiction 
over any Dispute. Notwithstanding the aforesaid, the Company shall be entitled, in addition to 
all other remedies, to any interim relief including but not limited to an injunction, whether 
interlocutory or preliminary, restraining any breach of the provisions of this Agreement. 
82. General 
This Agreement and your employment is personal to you and you cannot assign, subcontract or 
transfer your rights or obligations hereunder to any other person or entity. No delay or failure by 
Company to exercise any of its powers, rights or remedies under this Agreement or otherwise 
will operate as a waiver  of such powers, rights or remedies. If any provision of this Agreement 
is held by any competent authority to be invalid or unenforceable, the validity of the other 



 

 

remaining provisions of the Agreement shall not be affected. You shall not make any 
announcement concerning Company, its affiliates and their employees, contractors or clients 
without Company's prior written consent and you shall not use or disclose the name, trademark, 
domain name, service mark, logo or any other intellectual property of Company and its affiliates 
and their employees, contractors or clients. 
This Agreement, together with the agreements and policies of the Company, Employment Offer 
Letter (and any attachments thereto, are the exclusive and entire agreement between the 
Parties relating to its subject matter, and supersedes all prior and contemporaneous 
discussions, agreements, negotiations, representations, and proposals relating to the subject 
matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company 
reserves the sole right to change any terms or conditions provided in this Agreement based on 
applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day 
and year first above written. 

 
Cognizant Technology Solutions India Private Limited Ummadisetti Naveena 

Sign:   Sign:    

Name: Name: 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

43. Karishma Begum 

B.Sc., Computer Science 
Pb Siddhartha College Of Arts And Science 

  

Thank you for exploring career opportunities with Cognizant Technology Solutions India 
Private Limited ("Cognizant").You have successfully cleared our initial selection process and 
we are pleased to make you an offer of employment. This offer is based on your profile and 

performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will be 

entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an annual 

target incentive of INR 12,000 

/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are detailed in 
Compensation and Benefits. Your compensation is highly confidential and if the need arises, 
you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training assessments 
and subject to you being part of a delivery project, your Annual Total Remuneration (ATR) 
would stand revised to INR Rs.284,111/-. This includes an annual target incentive of INR 
12,000/- as well as Cognizant's contribution towards benefits such as Medical, Accident and 
Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as presented in 
Employment Agreement. You will also be governed by the other rules, regulations and 
practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as detailed in 
this letter and other communications shared with you. 
Please note: 
20. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no standing 
arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we do not 
receive any response from you within this time-period, this Offer shall stand withdrawn and will 
be considered as void. Any extension to the offer validity will be at the sole discretion of 
Cognizant 

 
21. 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. 

 
22. Prior to joining Cognizant, you must successfully complete the prescribed Internship or 
Continuous Skill Development (CSD) program as detailed below: 



 

 

 
At Cognizant, we invest in skill and capability development of our campus selects even before 
they join us. This is through Cognizant Internship and Continuous Skill Development (CSD) 
program. These programs focuses primarily on technical skills development. You could enroll 
in either of these as per your college processes while in the final semester and continue with 
skill building until you join Cognizant. This forms a critical part of your employment with 
Cognizant. Your onboarding with Cognizant would be prioritized based on the successful 
completion of same. In event of non-completion of the Internship or Continuous Skill 
Development program, Cognizant may at its sole discretion revoke this offer of employment. 

 Cognizant Internship: 
 

m) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified upon 
your registration for Internship. 

 
n) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave or 
break requests from the program. 

 
 Continuous Skill Development (CSD) Program: 

 
m) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. Upon 
meeting the completion criteria of the CSD program, enrolled candidates would be eligible for a 
one-time Cognizant CSD rewards post joining Cognizant. The Cognizant CSD reward details 
would be provided after your enrollment into the program. 

 
n) There would be zero tolerance to malpractices and misconduct during Internship and CSD 
engagement. Any such misconduct would lead to appropriate disciplinary action including the 
revocation of this employment offer. Cognizant reserves clauses regarding IT infrastructure, if 
applicable and access to information and material of Cognizant during the period and could 
modify or amend the Cognizant Internship and CSD program terms and conditions from time to 
time. 

 
 GenC Training Post joining: 

 
m) Cognizant continues to invest in skill building of the entry-level talent and GenC training is a 
formal on- the-job training offered to trainees based on the business specific skilling needs. The 
terms and conditions of this training will be governed by Cognizant GenC program guidelines. 

 
n) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your allocation to 
projects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, please 
log into https://campus2Cognizant.cognizant.com 

 

Yours sincerely, 

For Cognizant Technology Solutions India Pvt. Ltd. 

https://campus2cognizant.cognizant.com/


 

 

Name: Karishma Begum Designation: Programmer Trainee 

 

Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

 

Compensation and Benefits 

 

 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 
Annual Total Compensation 

 
232,499 

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

 
19,500 

 
Annual Total Remuneration 

 
251,999 

 

As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical Insurance Coverage 
• Round the Clock Group Personal Accident Insurance coverage 
• Group Term Life Insurance 
• Employees' Compensation Insurance benefit as per the Employees' Compensation Act, 2010 
• Gratuity, on separation after 4 years and 240 calendar days of continuous service, payable as 
per Payment of Gratuity Act 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as per 
your eligibility in line with the statutory requirements. You shall be entitled to avail the leaves 
only with prior approval from your Manager 



 

 

 

 
SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 

 
• From date of joining, women associates will be entitled to maternity leave based on eligibility 
as specified in the Maternity Benefit Act 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption leave and 
paternity leave by adhering to the conditions as specified in the Cognizant India Leave policy 

Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI Scheme, 
PF Wages shall be Monthly Gross Salary as per Annexure A of this letter excluding "Advance 
Statutory Bonus" & "House Rent Allowance" will be considered. This does not include 
payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be payable 
on the earned PF wages or PF wages as per this letter, whichever is lesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, Employer PF & 
ESI contribution from the monthly Gross Compensation (AGC/12) as per Annexure A of this 
letter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate in a 
particular month which includes any recurring (or) adhoc special payouts during the month. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if the 
Associate contributes even for one month in the said contribution period. 

 
* Flexible Benefit Plan: Your compensation has been structured to ensure that you are 
adequately empowered to apportion components of your salary in a manner that suits you the 
best. This plan will enable you to 

29 Choose from a bouquet of allowance or benefits 
30 Redefine your salary structure within prescribed guidelines 
31 Optimize your earnings 

 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based on 
individual and company performance. It is prorated to the duration spent with Cognizant India 
for the calendar year and will be paid to you only if you are active on Cognizant's payroll on the 
day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 1965. 

 
Note: Any statutory revision of Provident Fund/ESI Contribution or any other similar statutory 
benefits will result in a change in the Net take home salary and the Annual Gross 
Compensation will remain the same. Cognizant has made this offer in good faith after 
expending significant time and resources in the hiring process. We hope you will join us, but 



 

 

appreciate your right to pursue another path. Your formal commitment to joining us forms the 
basis of further planning and client communication at Cognizant. If you renege on the 
commitment and decide not to join us after signing the offer letter, Cognizant reserves the right 
to not consider you for future career opportunities in the company. We look forward to 
welcoming you to Cognizant. 

Employment Agreement – Cognizant Technology Solutions India Private Limited 
 

This Employment Agreement ("Agreement") is made effective as of  between: 
 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or meaning 
thereof, be deemed to mean and include its successors and assigns) of the ONE PART; 

AND 
 
Ummadisetti Naveena, 21, residing at  (hereinafter referred to 
as "you", "your" or "yourself", which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include his/her heirs, executors and administrators) 
of the OTHER PART. 
The Company and you are, wherever the context so requires, hereinafter collectively referred to 
as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions set 
forth herein, the Parties hereto mutually agree to the below mentioned terms and conditions 
governing your employment with Cognizant: 

 
83. Duties and Responsibilities 

 
s. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and all of 
the duties required of your position. In carrying out these duties and responsibilities, you shall 
comply with all policies, procedures, rules and regulations, both written and oral, as are 
announced or implemented by the Company from time to time, and shall honour and comply 
with all rules and statutory requirements under applicable law as amended from time to time, in 
letter and spirit. 

t. Your unprofessional behavior or misconduct in violation of Cognizant's Code of Business 
Ethics and/or other organizational policies shall entitle the Company to take appropriate 
disciplinary action(s) including termination of your employment. 
u. You shall, at all times, maintain satisfactory performance and upskill yourself in accordance 
with the business requirements of the Company. Unsatisfactory or poor performance shall 
entitle Company to take appropriate disciplinary action(s) including termination of your 
employment. 

 



 

 

84. Place of Employment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the other 
office locations, functions or departments within the Company and/or other affiliated entities and 
assign such other duties as may be deemed fit in the interest of the Company. The Company 
also reserves the right to require you to work remotely from time to time as per business needs 
or government mandate. 

 
85. No Alternate Employment, No Conflict, Etc. 

 
During your employment with the Company, you shall not, without the Company's prior written 
consent, directly or indirectly employ or engage with any other person, business or entity, 
whether or not for any gain or profit, irrespective of whether it is during or outside your hours of 
work in the Company.  Additionally, you are not allowed to undertake any other gainful 
employment, engagement, business, assume any public office or private office, honorary or 
remunerative position, without prior written permission of the Company. During your 
employment with the Company, you shall not directly or indirectly engage in any conduct in 
conflict with or averse to the best interests of the Company, as determined by the 

Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to 
Cognizant's systems or offices, your prior employer's and/or their clients' proprietary or 
confidential information, or violate any agreement or obligations that you have with them. 

 
86. Confidentiality 

 
cc. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third parties' 
(with which the Company has any dealings), which information and/or documents are private, 
business sensitive, confidential and/or proprietary (together, the "Confidential Information"). You 
are obliged to keep the Confidential Information as secret and must not, without prior and 
specific written permission from the Company, disclose any such information, received from 
whatever source and however you may learn it, to any person or third party. 

dd. Any breach of your confidentiality obligations as specified above may be a cause for 
termination of your employment with the Company, besides the Company's entitlement to 
initiate legal action against you for such breach. The obligations imposed upon you under this 
clause 5 will survive even after cessation of your employment with the Company. 
ee. You shall not take copies of any Confidential Information for your own purposes without 
prior permission of the Company and forthwith upon termination of your employment with the 
Company, you shall return to the Company all such copies of Confidential Information including 
but not limited to documents, records and accounts in any form (including electronic, 
mechanical, photographic & optical recording) relating to matters concerning the business or 
dealings or affairs of the Company. 

ff. You shall not, during your employment with the Company and at all times thereafter, do or 
say anything that may cause direct or indirect damage to the business of the Company, its 
affiliates or their clients. 
gg. You shall be governed by Cognizant's Social Media Policy and shall, at all times, refrain 
from posting potentially malicious, libelous, obscene, political, anti-social, abusive, and 
threatening messages or disparaging clients, associates, competitors, or suppliers or any third 
parties. 
hh. You will not make any false, defamatory or disparaging statements about Cognizant, its 
clients, or any other employees or directors, irrespective of whether any such statements are 



 

 

likely to cause damage to any such entity or person. 
ii. The Company reserves the right to require you to sign confidentiality and non-disclosure 
agreements with any clients on whose project you are being assigned on behalf of the 
Company. 

 
87. Data Protection 

 
By signing below, 

 
ee. you hereby provide your consent to Cognizant, its affiliates and their clients for the holding 
and processing of your personal data for all purposes of the administration and management of 
your employment and/or the Company's business, 
ff. you hereby provide your consent to your personal data including any sensitive personal data 
or information being collected and the same being transferred, stored and/or processed by 
Cognizant in India and any other countries where Cognizant, its affiliates and their clients have 
offices, 
gg. you agree that Cognizant and its affiliates may make such data available to its advisors, 
service providers, other agencies such as pension providers, medical, insurance providers, 
payroll administrators, background verification agencies and regulatory authorities, 
hh. you have the right to amend, modify or alter your personal information. The Company will 
exercise all reasonable diligence for safeguarding your personal information, as has been 
disclosed by you. It is clarified that the obligation will not be applicable in case of legally 
required disclosures, and 
ii. you acknowledge and agree that Company may, in the course of its business, be required to 
disclose personal data relating to you, after the end of your employment to any group/statutory 
bodies/authorities as required under applicable law/requirements. 

 
88. Work Schedule 

 
x. The Company's normal working hours shall typically comprise of nine (9) hours per day, 
exclusive of any applicable break, subject to the limit of daily working hours, as prescribed by 
the applicable laws. The Company may require you to work for extended working hours/days 
including weekends, depending on the project requirements, business exigencies and/or for 
conscientious and complete performance of your duties and responsibilities towards the 
Company, subject to the limit of working hours as prescribed by the applicable laws. Any 
changes made to the Company's working hours shall be notified to you. 

y. The Company may, at its discretion, vary the normal working hours or days for any employee 
or class of employees or for all the employees based on project requirements, Company 
policies and prevailing laws, as may be applicable from time to time/in consonance with any 
applicable laws for the time being in force. Any changes to be made to the above work 
timings or days shall be made by the Company at its sole 

discretion and notified to you in advance. 
z. The Company may also require you to work on a shift basis. The shifts may be scheduled 
across 24 hours a day, 7 days a week and 365 days a year. The shift timings may change from 
time to time as per any Company policy and which will be notified to you in advance. 
aa. Your office timings shall be monitored by the Company through appropriate systems & 
processes, as updated from time to time and you shall ensure compliance to the processes 
and policies at all times. 

 
89. Background Check 

 



 

 

Your employment with Cognizant is conditional and subject to satisfactory background and 
reference  check in line with the Company's policy. An independent agency may conduct 
internal and external background checks, for which you provide your consent. The Company's 
offer of employment and/or continued employment is subject to satisfactory background 
verification report. 

 
The Company shall be entitled to withdraw its employment offer if the background verification 
checks reveal unfavorable results at any time. Similarly, in case if your background verification 
report is found to  be unfavorable or unsuccessful after you joining the Company, then the 
Company reserves the right to terminate your employment immediately. 

 
90. Compliance with Company Policies 

 
As a condition of employment with the Company and as part of your joining formalities, you are 
required to comply or execute the following Company agreement and attest your understanding 
and adherence to following Company policies: 

 
i. IP Assignment Agreement 
ii. The Code of Business Ethics 
iii. Acceptable Use Policy and Social Media Policy 
iv. Dress Code Policy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time to time 
and which are not specifically mentioned in this Agreement. The applicable rules/ processes/ 
procedures/ policies are available on the Company's intranet and you are expected to go 
through the same carefully as a condition of your employment. For any clarification in relation to 
applicable policies, guidelines, processes, please reach out to your HR Talent Manager. It is 
your responsibility to keep yourself informed of any and all changes made by the Company to 
such policies from time to time. If at any time during your employment with the Company, you 
are found in violation of any applicable rules, processes, procedures or policies of the 
Company, the Company reserves the right to take disciplinary action against you, including 
termination your employment without notice period. 

 
91. Non-Compete and Non-Solicit Restrictions 

 
During the term of your employment with Cognizant and until two (2) years after the termination 
of such employment, you will not directly or indirectly, either as an individual on your own 
account or as a partner, employee, consultant, advisor, agent, contractor, director, trustee, 
committee member, office bearer, or shareholder (or in a similar capacity or function), (a) 
solicit, attempt to solicit, contact or otherwise encourage any employee to leave the Company's 
employment, (b) solicit business from competitor(s) or client(s) of the Company or (c) be 
employed or engaged with any competitor(s), or (d) be employed or engaged with any client(s) 
of the Company with whom you have interacted or worked in a professional capacity 
representing the Company during the six (6) months preceding the date of termination of your 
employment. 

 
92. Representations and Warranties 

 
By signing below, 

 



 

 

o. you warrant that your employment with the Company does not and will not violate or 
otherwise conflict with any agreement (oral or otherwise) to which you are or have been a party 
and that you possess all the requisite permits, work visas and clearances to be able to lawfully 
and rightfully employed in India with the Company under the terms of this Agreement; 

p. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or contracted with you and that any previous 
employment contract and/or relationships have terminateand/or expired prior to the effective 
start date of your employment at the Company and you have all the requisite power and 
authority, and do not require the consent of any third party to be employed with the Company; 
q. you represent and warrant that you shall not bring into Company premises or systems (or use 
in any manner) any third-party documents (regardless of media) or materials (including but not 
limited to proprietary information or trade secrets), or any such documents or materials of your 
previous employer, without written permissions/approvals from such previous employer or third 
parties; and 

r. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or otherwise) 
upon the Company. 

 
93. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and against any 
and all direct or indirect losses or damages, injury or liability for a claim of damage, loss or 
injury to person or property, suffered or sustained by Company and its affiliates which is 
attributable to you, resulting from any of your act or omission irrespective of whether it 
constitutes a breach of the terms of your employment or negligent performance of your duties 
as expected from you while in employment of the Company. 

 
94. Business Engagement, Learning and Development and Project Deployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our clients, 
the Company has several policies and processes relating to deployment of employees to 
projects, Career Architecture program, performance evaluation, learning and 
development/trainings and avenues of up-skilling. As a condition of your employment with the 
Company, you are responsible for upskilling yourself to make yourself eligible for appropriate 
business/client projects, thereby promoting the spirit of meritocracy and career development 
with the goal of providing world-class services to our clients. Therefore, you shall adhere to and 
meet the obligations under all such policies and processes, including the Associate Deployment 
Pool Policy and those that may be changed by the Company from time to time. 

 
95. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by applicable 
laws, without the prior written consent from your approving authority, it will be construed that 
you have voluntarily abandoned your employment with the Company. The Company shall be 
entitled to take appropriate disciplinary action(s) against you as per the Company's Job 
Abandonment Policy. 

 
96. Retirement 

 
You will automatically retire from employment with the Company on the last day of the month in 



 

 

which you attain the age of fifty-eight (58) years. It is hereby clarified that the Company 
reserves its right to change the retirement age at its sole discretion. 

 
97. Termination of Employment 

 
k. The Company may terminate your employment at any time with or without assigning any 
reasons by providing 90 days' advance notice to you by paying you pro rata salary in lieu of 
any notice or balance notice period. You may resign or terminate your employment with the 
Company by providing 90 days' advance notice to the Company. When you serve notice to 
resign from the employment of the Company, the Company may at its sole discretion, allow 
you to pay salary in lieu for the notice period; and/or adjust the vacation accumulated towards 
part of the notice period. 

l. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its sole 
discretion, suspend, lay off, dismiss, discharge and/or terminate your employment with 
immediate effect by a notice in writing (without any notice period or salary in lieu of any notice 
period) in the event of your: 
• Misconduct, as provided in Misconduct and Disciplinary Action Policy 
• Non-adherence to Associate Deployment Pool Policy 
• Violation of Social Media Policy or Conflict of Interest Policy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the 
Company' s asset/property or reputation 
• Insubordination or failure to comply with the directions given to you by persons so authorized 
• Insolvency or conviction for any offence involving moral turpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of the Company 
• Violation of non-disparagement obligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the 
interests of its client. 

 
98. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or transfer 
your services to any group company worldwide. On any such secondment, deputation, 
assignment or transfer of your employment, the Company and/or affiliate may require you to 
sign the applicable Overseas Deputation / International Employment Agreement(s) of the 
specific country, based on the policies of the Company. 

 
99. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, 
shall all survive the termination of your employment (for any reason) and shall continue to apply 
to you even after cessation of your employment with the Company. 

 
100. Dispute Resolution and Governing law 

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or 
controversy ("Dispute") arising out of, or in relation to, this Agreement, including any Dispute 
with respect to the existence or validity hereof, the interpretation hereof, or the breach hereof. 
This Agreement and your employment with the Company shall be governed and interpreted in 
accordance to the laws of India and the courts in Chennai only shall have exclusive jurisdiction 
over any Dispute. Notwithstanding the aforesaid, the Company shall be entitled, in addition to 
all other remedies, to any interim relief including but not limited to an injunction, whether 



 

 

interlocutory or preliminary, restraining any breach of the provisions of this Agreement. 
101. General 
This Agreement and your employment is personal to you and you cannot assign, subcontract or 
transfer your rights or obligations hereunder to any other person or entity. No delay or failure by 
Company to exercise any of its powers, rights or remedies under this Agreement or otherwise 
will operate as a waiver  of such powers, rights or remedies. If any provision of this Agreement 
is held by any competent authority to be invalid or unenforceable, the validity of the other 
remaining provisions of the Agreement shall not be affected. You shall not make any 
announcement concerning Company, its affiliates and their employees, contractors or clients 
without Company's prior written consent and you shall not use or disclose the name, trademark, 
domain name, service mark, logo or any other intellectual property of Company and its affiliates 
and their employees, contractors or clients. 
This Agreement, together with the agreements and policies of the Company, Employment Offer 
Letter (and any attachments thereto, are the exclusive and entire agreement between the 
Parties relating to its subject matter, and supersedes all prior and contemporaneous 
discussions, agreements, negotiations, representations, and proposals relating to the subject 
matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company 
reserves the sole right to change any terms or conditions provided in this Agreement based on 
applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day 
and year first above written. 

 
Cognizant Technology Solutions India Private Limited Ummadisetti Naveena 

Sign:   Sign:    

Name: Name: 
 

 

 

 

 

 

 

 

 

 

 



 

 

44. Syed Sakeena 

 

 

 

 



 

 

45. K Yamini Durga 

 

  



 

 

46. Abul Mallik 

 

Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job offer for 
Operations Executive role. The compensation for this role is INR 2.2 lakhs per annum with 
one year of probation period from the date of allocation to the business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Talent.Acquisition@infosys.com


 

 

47. Moram HemaSri 
 
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job offer for 
Operations Executive role. The compensation for this role is INR 2.2 lakhs per annum with 
one year of probation period from the date of allocation to the business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys will 
revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent Acquisition 
Infosys 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:Talent.Acquisition@infosys.com


 

 

48. Abul Salman 
 
 
 
 

 
 
 

  



 

 

{{Signdate:Recipient2}} {{Fullname:Recipient2}} 

{{Signature:Recipient1*}} 

{{Signature:Recipient2*}} 

 

49 Mamidi Himabindu 

 
NxtWave Disruptive Technologies 

Private Limited 
CIN: U80302TG2020PTC140156 

 

 

May 10, 2022 

Hyderabad 

 
Dear Mamidi 
Himabindu , 

 

 
Offer Letter 

 

Congratulations! We are glad to inform you that you are selected for the role of Business Development 

Associate at NxtWave Disruptive Technologies Private Limited 

 
Your date of joining will be May 10, 2022. The onboarding formalities will be completed soon. Th 
comensation payable (i.e., CTC) to you is Rs. 3,60,000/- per annum.You will receive your joining 
bonus of Rs. 15,000/- at the end of your first working month. 

The salary is payable based on Company’s standard payroll practices and is subject to applicable 

withholding taxes. 

You will be given complete support until you settle down in your role. We hope that you will become an 

asset to the Company. 

We look forward to working with you. To show your acceptance to this offer, please send the signed copy 

of this letter to the HR department. 

 
For NxtWave Disruptive Technologies Private Limited 

 

(Gujjula Sashank Reddy) 

DirectorOFFER 

ACCEPTANCE 

I accept this offer with the Company under the terms set forth in this letter: 
 
 

N
a
m
e
:

 
M. Himabindu 

Signature
: 

 

hr@nxtwave.te

ch 

 
 

 

 

Date:  

13 May 2022 

mailto:hr@nxtwave.tech
mailto:hr@nxtwave.tech


 

 

50. P Madhu Latha 

 

 

 

 

 

 

 

 

 

 



 

 

51. Ch.Vivek 

 

 

 

 

 

 



 

 

52. K.Nikitha 

 

 

 

 

 

 

 

 

 

 



 

 

53. S. Hanvitha 

 

  



 

 

54 S. Manikanta, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 
lakhs per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys 
will revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent  Acquisition 
Infosys 
 

  

mailto:Talent.Acquisition@infosys.com


 

 

55 M.Reshma, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 
lakhs per annum with one year of probation period from the date of allocation to the 
business unit. 
  
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys 
will revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent  Acquisition 
Infosys 
 

  

mailto:Talent.Acquisition@infosys.com


 

 

56 Gowsiya Parveen, 
  
Thank you for participating in the Infosys Campus Recruitment Program for 2020-21. 
 
Congratulations! You have cleared the interview round to receive a final job 
offer for Operations Executive role. The compensation for this role is INR 2.2 
lakhs per annum with one year of probation period from the date of allocation to the 
business unit. 
   
Please note, this is a conditional job offer subject to your background verification. If 
falsification of data is detected during the background verification process, Infosys 
will revoke the job offer made to you. 
  
In case of any queries, please contact your placement office or write to us 
at Talent.Acquisition@infosys.com. 
  
You will soon hear from us about the next steps of the process. 
  
We look forward to welcoming you into our Infosys family 
  
Best regards, 
  
Talent  Acquisition 
Infosys 

  

mailto:Talent.Acquisition@infosys.com


 

 

57 M. Malli Babu, 
Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of Scholar Trainee- Work Integrated Learning 
Program which will be in Career Band WASE/WIMSof the organization. 

The stack for this role is detailed below. Do reach out to us should you have 
any clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

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

  
Please confirm your interest to receive offer of appointment 
by clicking on this link Click to Complete and accepting the 
contents of this communication within 15 calendar days. Your 
confirmation of interest is a precondition to the issuance of 
offer of appointment. 

 
Yours sincerely, 
Fo

Wipro 
Limited, 

Sunil 
Kalachar 

 

This message was sent to Venkatalla217@gmail.com. If you don't want to 

receive these emails from this company in the future, please go to: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

© Wipro Limited, Doddakannelli, Sarjapur 

Road Bengaluru 560 035 IND 

  

https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
mailto:Venkatalla217@gmail.com
https://tracking.icims.com/f/a/fnoQyIoboh2Osavc4uwBQg~~/AAIB5gA~/RgRiVnwlP0RAaHR0cHM6Ly93aXByby5pY2ltcy5jb20vaWNpbXMyLz9yPUIyNTIyMDc3MzQxNyZjb250YWN0SWQ9NTM2MTI5NVcDc3BjQgpgbyX3c2BNJvfhUhdWZW5rYXRhbGxhMjE3QGdtYWlsLmNvbVgEAAAU4w~~
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g


 

 

58 Botta Sudhakarareddy 
 

July 25, 2023 
 

Mr.Botta Sudhakarareddy 

S/o 

Srinivasareddy 

D.No: 2-122 

Pedaogirala, 

Krishna, 

Krishna Dist,Andhra 

Pradesh 521245 Mobile No: 

 
Dear Mr.Botta Sudhakarareddy, 

 

 
Sub: Offer and Appointment Letter 

 
This has reference to your application and the subsequent interview you had with 

us, we are pleased to offer you an employment with the following Terms & 

Conditions: 

 
1. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 

Research & Development 

Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
2. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
3. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 

b. All Educational Certificates and any other Certificates related to specific 
Training and Skills 



 

 

c. All Previous Employment Service Certificates/ Relieving Letters 

d. Relieving Letter /Service Certificate of your Current Employer 

e. Latest three months’ pay slips of Current Employment 

f. Last Six months Bank Statement of Current Employment 

g. Aadhaar Card of self and dependent family members 

h. PAN Card 

i. Passport / Driving License 

j. A cancelled cheque leaf of active bank account 

k. Previous Employment EPF (UAN) / ESI details if any 
 

 

Name : Botta Sudhakarareddy 
 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 

m. Medical Certificate with Reports 
 

 
4. Medical Fitness: 

 
This Offer and Appointment is subject to your medical fitness, for which you need 

to undergo Medical Examination at Company’s Designated Medical Center as per 

Annexure- III. 

 
5. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 

failing which this offer and Appointment Letter stands withdrawn. 

Kindly arrange to send us your written confirmation within two working days, from 

the date of receipt of this offer letter as a token of your acceptance, by signing on 

the Xerox copy of this letter, mentioning your Date of Joining. 

Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 

shilpadutta@msnlabs.com for further clarifications, if any. 

We would like to take this opportunity to welcome you into our MSN family and 

wishing you a long & successful association with us. 

Thanking 

you, Yours 

mailto:shilpadutta@msnlabs.com


 

 

sincerely, 
For MSN Laboratories Private Limited 

 
 
 
 

Dr N B Sridevi 

Deputy General Manager - HR 

 

July 25, 2023 
 

Mr.Botta Sudhakarareddy Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 

COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    



 

 

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 

1. Coverage under Group Personal Accident Policy 

2. Coverage under Group Term Life Insurance Policy 

3. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 
and 2 Children) 

 
For MSN Laboratories Private Limited 

 
 
 

Dr N B Sridevi 

Deputy General Manager - HR 

Annexure- II 

 

TERMS & CONDITIONS OF THE EMPLOYMENT 

 

 

1. The effective date of joining shall not be later than September 04, 2023, 

failing which this offer and Appointment Letter stands withdrawn. 

 
2. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 

Location in India or outside India to serve the Company in any of its 

Departments, Factories, Establishments, Group Companies and its 

associates. You will abide by the working conditions and policies of the area 

concerned and the transfer arrangement will not deem to constitute a change 

in your service conditions. 

 
3. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 

testimonials, experience and information provided by you in securing the 

employment with the company. If you have made any false declaration or 

willfully suppressed any material information, you will be liable for removal 

from the service without notice. 

 
4. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 



 

 

appointment. You are advised to take note of the same, and this date will be 

considered as the authenticated Date of Birth for all purposes throughout 

your service with the Company, and will not be changed under any 

circumstances. 

 
5. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 

of three (3) months basic pay in lieu of the three months’ notice period. MSN 

has every authority to terminate your services with immediate effect and 

without any notice period and without any obligation to pay any amounts to 

you, for such termination, in lieu of notice period, upon proven charges of 

misconduct or intentional negligence or trying to cheat the company or indulge 

in the data theft or data tampering at by you at the work place. Further, the 

Company may, at its discretion relieve you from such date as it may deem fit 

even prior to the expiry of the three months’ notice period give to be served by 

you as per the above mentioned company policy. 

 
6. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 

dependent’s details etc. 

 
7. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 

the Company. You shall use your best endeavors to promote the interest 

and welfare of the Company. The Company shall be entitled to all the 

benefits and profits arising from such work and efforts of yours. 

 
8. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 

and policies of the Company. You shall keep details of your salary and 

employment benefits strictly confidential within and outside the You will be 

liable to conform to the Company Policies and Procedures, rules and 

regulations, discipline and general work practices, which are subject to 

change from time to time. 



 

 

 
 
 

9. As per the policy of the Company, we expect you to devote full attention and 

effort to the business of the Company and to continuously develop 

professional skills in mutual interest. We clearly disapprove of any employee 

directly or indirectly engaging himself/herself in or devoting any time or 

attention to any part-time employment or business or monetary position other 

than that of the Company. You will not undertake either directly or indirectly any 

activities, which are contrary to or inconsistent with your obligations to the 

Company, its reputation, image and interest whether direct or indirect. At any 

time, if it is found that there is any breach of this condition on your part, your 

services are liable to be terminated at the discretion of the management. 

 
10. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 

etc., which may be in your use, custody, care or charge. The Company shall 

have the right to deduct the monetary value of all such things from your dues 

and take such other action, as we deem proper in the event of your failure to 

account for such property to our satisfaction. 

 
11. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 

designated by the Company and meeting the performance expectations of 

the Company. Retention of your services beyond the age of superannuation 

will be entirely at the discretion of the management. 

 
12. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 

your duties, you will come to possess information connected with the 

Company’s financials, operations of manufacturing processes, documents, 

plans, drawings, prints, trade, secrets, technical information, reports, 

statements, correspondence etc., and other matters relating to the 

Company’s business, written or unwritten and also information and 

instructions that pass through you or come to your knowledge. All such 

information shall be held by you in strict confidence and shall not be divulged 

to any person during your services with the Company or thereafter. In the event 

of your acting in any contrast or thereafter, the Company will be at liberty to 

initiate appropriate proceedings to safeguard the interests of the Company. 

13. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 

and ensure that the Company is aware of all matters being handled by you. 

 



 

 

 
 

14. Upon termination of your employment with the Company for any reason, you 

shall promptly return to the Company any keys, credit cards, passes, 

confidential documents or material, or other property belonging to the 

Company, and return all writings, files, records, correspondence, notebooks, 

notes and other documents and things including any copies thereof, 

containing Confidential Information or relating to the business or proposed 

business of the Company or its subsidiaries or affiliates. The Company 

reserves the right not to relieve you of your employment in the event that all 

the Company's documents/ property / Confidential Information in your 

custody have not been properly handed over by you to an authorized 

representative of the Company. 

 
15. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 

premises other than those referred to in clause 2 of this letter of Offer and 

Appointment Letter, or to carry out no duties, and to instruct you not to 

communicate with clients, employees, agents or representatives of the 

Company until your employment has been terminated, provided that you will 

continue to be paid and to enjoy normal contractual benefits during any such 

period, except in the case of suspension. You will not be entitled to engage in 

any other employment, work or business during the notice period. 

16. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 

be regarded as a disciplinary matter and Disciplinary action will be initiated 

accordingly as per the Company regulations / policies. 

17. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 

 

 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 

Letter and declare that I hereby unconditionally and irrevocably accept the same. 

I shall report for duty on    
 
 
 

Signature: Date: 
 

 



 

 

59.Mr. T.V S Nagaraju 

July 25, 2023 
 
  Mr. T.V S Nagaraju 

S/o Subba Rao 

 D.No: 1-901 

Kankipadu, 

Krishna, 

Krishna Dist,Andhra 

Pradesh 521245  Mobile No: 

 
Dear Mr. T.V S Nagaraju, 

 

 
Sub: Offer and Appointment Letter 

 
This has reference to your application and the subsequent interview you had with 

us, we are pleased to offer you an employment with the following Terms & 

Conditions: 

 
6. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 

Research & Development 

Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
7. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
8. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 

b. All Educational Certificates and any other Certificates related to specific 
Training and Skills 

c. All Previous Employment Service Certificates/ Relieving Letters 

d. Relieving Letter /Service Certificate of your Current Employer 

e. Latest three months’ pay slips of Current Employment 

f. Last Six months Bank Statement of Current Employment 



 

 

g. Aadhaar Card of self and dependent family members 

h. PAN Card 

i. Passport / Driving License 

j. A cancelled cheque leaf of active bank account 

k. Previous Employment EPF (UAN) / ESI details if any 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 

m. Medical Certificate with Reports 
 

 
9. Medical Fitness: 

 
This Offer and Appointment is subject to your medical fitness, for which you need 

to undergo Medical Examination at Company’s Designated Medical Center as per 

Annexure- III. 

 
10. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 

failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 

the date of receipt of this offer letter as a token of your acceptance, by signing on 

the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 

shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 

wishing you a long & successful association with us. 

Thanking 

you, Yours 

sincerely, 
For MSN Laboratories Private Limited 

 
 
 
 

Dr N B Sridevi 

Deputy General Manager - HR 

mailto:shilpadutta@msnlabs.com


 

 

 

July 25, 2023 
 

Mr. T.V S Nagaraju Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 

COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 

4. Coverage under Group Personal Accident Policy 

5. Coverage under Group Term Life Insurance Policy 

6. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 
and 2 Children) 

 
For MSN Laboratories Private Limited 

 
 



 

 

 

Dr N B Sridevi 

Deputy General Manager - HR 

Annexure- II 

 

TERMS & CONDITIONS OF THE EMPLOYMENT 

 

 

18. The effective date of joining shall not be later than September 04, 2023, 

failing which this offer and Appointment Letter stands withdrawn. 

 
19. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 

Location in India or outside India to serve the Company in any of its 

Departments, Factories, Establishments, Group Companies and its 

associates. You will abide by the working conditions and policies of the area 

concerned and the transfer arrangement will not deem to constitute a change 

in your service conditions. 

 
20. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 

testimonials, experience and information provided by you in securing the 

employment with the company. If you have made any false declaration or 

willfully suppressed any material information, you will be liable for removal 

from the service without notice. 

 
21. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 

appointment. You are advised to take note of the same, and this date will be 

considered as the authenticated Date of Birth for all purposes throughout 

your service with the Company, and will not be changed under any 

circumstances. 

 
22. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 

of three (3) months basic pay in lieu of the three months’ notice period. MSN 

has every authority to terminate your services with immediate effect and 

without any notice period and without any obligation to pay any amounts to 

you, for such termination, in lieu of notice period, upon proven charges of 

misconduct or intentional negligence or trying to cheat the company or indulge 

in the data theft or data tampering at by you at the work place. Further, the 



 

 

Company may, at its discretion relieve you from such date as it may deem fit 

even prior to the expiry of the three months’ notice period give to be served by 

you as per the above mentioned company policy. 

 
23. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 

dependent’s details etc. 

 
24. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 

the Company. You shall use your best endeavors to promote the interest 

and welfare of the Company. The Company shall be entitled to all the 

benefits and profits arising from such work and efforts of yours. 

 
25. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 

and policies of the Company. You shall keep details of your salary and 

employment benefits strictly confidential within and outside the 

 
 

 
26. You will be liable to conform to the Company Policies and Procedures, rules 

and regulations, discipline and general work practices, which are subject to 

change from time to time. 

 
 

27. As per the policy of the Company, we expect you to devote full attention and 

effort to the business of the Company and to continuously develop 

professional skills in mutual interest. We clearly disapprove of any employee 

directly or indirectly engaging himself/herself in or devoting any time or 

attention to any part-time employment or business or monetary position other 

than that of the Company. You will not undertake either directly or indirectly any 

activities, which are contrary to or inconsistent with your obligations to the 

Company, its reputation, image and interest whether direct or indirect. At any 

time, if it is found that there is any breach of this condition on your part, your 

services are liable to be terminated at the discretion of the management. 

 
28. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 

etc., which may be in your use, custody, care or charge. The Company shall 

have the right to deduct the monetary value of all such things from your dues 

and take such other action, as we deem proper in the event of your failure to 

account for such property to our satisfaction. 

 



 

 

29. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 

designated by the Company and meeting the performance expectations of 

the Company. Retention of your services beyond the age of superannuation 

will be entirely at the discretion of the management. 

 
30. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 

your duties, you will come to possess information connected with the 

Company’s financials, operations of manufacturing processes, documents, 

plans, drawings, prints, trade, secrets, technical information, reports, 

statements, correspondence etc., and other matters relating to the 

Company’s business, written or unwritten and also information and 

instructions that pass through you or come to your knowledge. All such 

information shall be held by you in strict confidence and shall not be divulged 

to any person during your services with the Company or thereafter. In the event 

of your acting in any contrast or thereafter, the Company will be at liberty to 

initiate appropriate proceedings to safeguard the interests of the Company. 

 
31. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 

and ensure that the Company is aware of all matters being handled by you. 

 
 



 

 

32. Upon termination of your employment with the Company for any reason, you 

shall promptly return to the Company any keys, credit cards, passes, 

confidential documents or material, or other property belonging to the 

Company, and return all writings, files, records, correspondence, notebooks, 

notes and other documents and things including any copies thereof, 

containing Confidential Information or relating to the business or proposed 

business of the Company or its subsidiaries or affiliates. The Company 

reserves the right not to relieve you of your employment in the event that all 

the Company's documents/ property / Confidential Information in your 

custody have not been properly handed over by you to an authorized 

representative of the Company. 

 
33. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 

premises other than those referred to in clause 2 of this letter of Offer and 

Appointment Letter, or to carry out no duties, and to instruct you not to 

communicate with clients, employees, agents or representatives of the 

Company until your employment has been terminated, provided that you will 

continue to be paid and to enjoy normal contractual benefits during any such 

period, except in the case of suspension. You will not be entitled to engage in 

any other employment, work or business during the notice period. 

 
34. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 

be regarded as a disciplinary matter and Disciplinary action will be initiated 

accordingly as per the Company regulations / policies. 

 
35. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 

 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 

Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 



 

 

I shall report for duty on    
 
 
 

Signature: Date: 
 

 

 

Mr. T.V S Nagaraju Designation: Junior ExecutiveGrade:G04 

Annexure-I 

Department:Analytical Research&Development 
 

TOTALCOSTTOCO

MPANY 

AllfiguresinINR 

SalaryComponents PerMonth PerAnnum PaymentFrequ
ency 

A.   MonthlySalary    

BasicPay 15000 180000 Monthly 

HouseRentAllowance 6000 72000 Monthly 

EducationAllowance 200 2400 Monthly 

MinimumGuaranteedBonus 467 5600 Monthly 

StatutoryBonus(AdvancePayout) 0 0 Monthly 

A-MonthlyGrossTotal 21667 260000  

B. AnnualBenefits    

LeaveTravelAllowance 0 0 Annual 

B-AnnualBenefitsTotal 0 0  

C. StatutoryBenefits    

PF(EmployerContribution) 1800 21600 Monthly 

ESI(EmployerContribution) 0 0 Monthly 

Bonus/Ex-gratia 700 8400 Annual 

C-StatutoryBenefitsTotal 2500 30000  

    

D.FixedTotalCosttoCompany(A+
B+C) 

24167 290000  

    

E.Gratuity(As pertheGratuity 
Act,1972) 

722 8658  

    

TotalCosttoCompany(D+E) 24889 298658  

Apartfromtheabove,youarealsoeligibleforfollowingBenefitsaspertheCompanyPolicy. 
 

7. CoverageunderGroupPersonalAccidentPolicy 



 

 

8. Coverageunder GroupTermLifeInsurancePolicy 

9. CoverageunderGroupMediclaimPolicy(Self &Dependents-
Spouse,Parentsand2Children) 

 
ForMSNLaboratoriesPrivateLimited 

 
 
 

DrNBSridevi 

DeputyGeneralManager-HR 

Annexure-II 

 

TERMS&CONDITIONSOFTHEEMPLOYMENT 

 

 

36. The effective date of joining shall not be later than September 04, 2023, 

failing which this offer andAppointmentLetterstandswithdrawn. 

 
37. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center 

Location.However,yourservicesaretransferabletoanyLocationinIndiaoroutsideI

ndiatoservetheCompanyin any of its Departments, Factories, 

Establishments, Group Companies and its associates. You 

willabidebytheworkingconditionsandpoliciesoftheareaconcernedandthetransf

erarrangementwillnotdeemtoconstituteachangeinyourserviceconditions. 

 
38. Your appointment with the Company would be subject to successful pre 

and/or post-

employmentbackgroundchecks,inrespectofaccuracyofthetestimonials,experie

nceandinformationprovidedbyyouinsecuringtheemploymentwiththecompany.I

fyouhavemadeanyfalsedeclarationorwillfullysuppressedanymaterialinformatio

n,youwillbeliableforremovalfromtheservicewithoutnotice. 

 
39. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentaryevidence produced by you at the time of your 

appointment. You are advised to take note of the same,and this date will be 

considered as the authenticated Date of Birth for all purposes throughout 

yourservicewiththeCompany,andwillnotbechangedunderanycircumstances. 

 
40. Thisagreementofemploymentisterminablebyeitherpartybygivingthree(3)mont



 

 

hspriorwrittennotice to the other party or alternatively upon payment of three (3) 

months basic pay in lieu of the 

threemonths’noticeperiod.MSNhaseveryauthoritytoterminateyourserviceswith

immediateeffectandwithoutanynoticeperiodandwithoutanyobligationtopayany

amountstoyou,forsuchtermination,in lieu of notice period, upon proven charges 

of misconduct or intentional negligence or trying to cheatthe company or 

indulge in the data theft or data tampering at by you at the work place. 

Further, theCompany may, at its discretion relieve you from such date as it 

may deem fit even prior to the 

expiryofthethreemonths’noticeperiodgivetobeservedbyyouaspertheabovementio

nedcompanypolicy. 

 
41. You are required to keep us informed of any changes in your personal 

details, residential 

address,maritalstatus,educationalqualifications,dependent’sdetails etc. 

 
42. Youshalldothebestofyourabilityanddevoteyourexperience,knowledge,skillsan

dworkinghourswith full of attention and energy for the business of the 

Company. You shall use your best 

endeavorstopromotetheinterestandwelfareoftheCompany.TheCompanyshall

beentitledtoallthebenefitsandprofitsarisingfromsuchworkandeffortsofyours. 

 
43. Changesinyourcompensationarediscretionaryandwillbesubjecttotheoverallpe

rformanceoftheCompany, your individual effective performance and policies 

of the Company. You shall keep detailsofyoursalary 

andemploymentbenefitsstrictlyconfidentialwithin and outside the



 

 

 
 
 

 
44. YouwillbeliabletoconformtotheCompanyPoliciesandProcedures,rulesandregul

ations,disciplineand generalwork 

practices,whicharesubjecttochangefromtimetotime. 

 
 

45. As per the policy of the Company, we expect you to devote full attention and 

effort to the business 

oftheCompanyandtocontinuouslydevelopprofessionalskillsinmutualinterest.W

eclearlydisapproveofanyemployeedirectlyorindirectlyengaginghimself/herselfi

nordevotinganytimeorattentiontoanypart-

timeemploymentorbusinessormonetarypositionotherthanthatoftheCompany.

Youwillnot undertake either directly or indirectly any activities, which are 

contrary to or inconsistent with 

yourobligationstotheCompany,itsreputation,imageandinterestwhetherdirectori

ndirect.Atanytime,if it is found that there is any breach of this condition on 

your part, your services are liable to 

beterminatedatthediscretionofthemanagement. 

 
46. You will be responsible for the safe keep and return in good condition and 

order, of all property suchas tools, equipment, instruments, books, uniforms 

etc., which may be in your use, custody, care orcharge.The Company shall 

have the right to deduct the monetary value of all such things from yourdues 

and take such other action, as we deem proper in the event of your failure to 

account for suchpropertytooursatisfaction. 

 
47. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physicallyand mentally fit as certified by a medical practitioner 

designated by the Company and meeting 

theperformanceexpectationsoftheCompany.Retentionofyourservicesbeyondt

heageofsuperannuationwillbeentirelyatthediscretionofthemanagement. 

 
48. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Companyat the time of joining. In the performance of 

your duties, you will come to possess informationconnected with the 

Company’s financials, operations of manufacturing processes, documents, 

plans,drawings, prints, trade, secrets, technical information, reports, 

statements, correspondence etc., andother matters relating to the 

Company’s business, written or unwritten and also information 

andinstructions that pass through you or come to your knowledge. All such 

information shall be held byyou in strict confidence andshall not be divulged to 



 

 

any personduring yourservices with the 

Companyorthereafter.Intheeventofyouractinginanycontrastorthereafter,theCo

mpanywillbeatlibertytoinitiateappropriateproceedings to safeguard 

theinterests oftheCompany. 

 
49. Upontermination,youshallcooperatewiththeCompany,asreasonablyrequestedbyt

heCompany,toeffectasmoothtransitionofyourresponsibilitiesandensurethattheCo

mpanyisawareofallmattersbeinghandledbyyou. 

 
 

 

 

 
50. Upon termination of your employment with the Company for any reason, you 

shall promptly returnto the Company any keys, credit cards, passes, 

confidential documents or material, or other propertybelonging to the 

Company, and return all writings, files, records, correspondence, notebooks, 

notesandotherdocumentsandthingsincludinganycopiesthereof,containingCon

fidentialInformationorrelating to the business or proposed business of the 

Company or its subsidiaries or affiliates. 

TheCompanyreservestherightnottorelieveyouofyouremploymentintheeventth

atalltheCompany'sdocuments/property/ConfidentialInformationinyourcustody

havenotbeenproperlyhandedoverbyyoutoanauthorizedrepresentativeoftheCo

mpany. 

 
51. The Company reserves the right during any period of notice to exclude you from 

the premises of theCompany, or to require youto carry outspecifiedduties at 

premises other than those referred to 

inclause2ofthisletterofOfferandAppointmentLetter,ortocarryoutnoduties,andtoinst

ructyounottocommunicatewithclients,employees,agentsorrepresentativesoftheC

ompanyuntilyouremploymenthasbeenterminated,providedthatyouwillcontinuetob

epaidandtoenjoynormalcontractual benefits during any suchperiod, except in 

thecase ofsuspension.Youwillnot be 

entitledtoengageinanyotheremployment,workorbusinessduringthenoticeperiod. 

 
52. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory 

workstandardoranymisconductbyanemployeewillberegardedasadisciplinarym

atterandDisciplinaryactionwillbeinitiated 

accordinglyaspertheCompanyregulations /policies. 

 
53. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shallbesubjecttoHyderabadCity Jurisdiction. 



 

 

 

 
 

 
 

AcknowledgementfortheAcceptanceoftheOfferandAppointmentLetter 

 
Iread&understandallTerms&ConditionsrelatingtomyOfferandAppointmentLetterandde

clarethatIherebyunconditionallyandirrevocablyacceptthesame. 

 

 
Ishallreportfordutyon  

 

Signature: Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 



 

 

60  Mr. D.V Srinivasa Rao 

July 25, 2023 
 
  Mr. D.V Srinivasa Rao 

S/o Appa Rao 

 D.No: 1-901 

Chinaogirala 

Village, Krishna, 

Krishna Dist,Andhra 

Pradesh 521143  Mobile No: 

 
Dear Mr. D.V Srinivasa Rao, 

 

 
Sub: Offer and Appointment Letter 

 
This has reference to your application and the subsequent interview you had with 

us, we are pleased to offer you an employment with the following Terms & 

Conditions: 

 
11. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 

Research & Development 

Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
12. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
13. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 

b. All Educational Certificates and any other Certificates related to specific 
Training and Skills 

c. All Previous Employment Service Certificates/ Relieving Letters 

d. Relieving Letter /Service Certificate of your Current Employer 

e. Latest three months’ pay slips of Current Employment 

f. Last Six months Bank Statement of Current Employment 

g. Aadhaar Card of self and dependent family members 



 

 

h. PAN Card 

i. Passport / Driving License 

j. A cancelled cheque leaf of active bank account 

k. Previous Employment EPF (UAN) / ESI details if any 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 

m. Medical Certificate with Reports 
 

 
14. Medical Fitness: 

 
This Offer and Appointment is subject to your medical fitness, for which you need 

to undergo Medical Examination at Company’s Designated Medical Center as per 

Annexure- III. 

 
15. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 

failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 

the date of receipt of this offer letter as a token of your acceptance, by signing on 

the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 

shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 

wishing you a long & successful association with us. 

Thanking 

you, Yours 

sincerely, 
For MSN Laboratories Private Limited 

 
 
 
 

Dr N B Sridevi 

Deputy General Manager - HR 

 

mailto:shilpadutta@msnlabs.com


 

 

July 25, 2023 

 
Mr. D.V Srinivasa RaoDesignation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 

 

TOTAL COST TO 

COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 

10. Coverage under Group Personal Accident Policy 

11. Coverage under Group Term Life Insurance Policy 

12. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 
and 2 Children) 

 
For MSN Laboratories Private Limited 

 
 
 



 

 

Dr N B Sridevi 

Deputy General Manager - HR 

Annexure- II 

 

TERMS & CONDITIONS OF THE EMPLOYMENT 

 

 

54. The effective date of joining shall not be later than September 04, 2023, 

failing which this offer and Appointment Letter stands withdrawn. 

 
55. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 

Location in India or outside India to serve the Company in any of its 

Departments, Factories, Establishments, Group Companies and its 

associates. You will abide by the working conditions and policies of the area 

concerned and the transfer arrangement will not deem to constitute a change 

in your service conditions. 

 
56. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 

testimonials, experience and information provided by you in securing the 

employment with the company. If you have made any false declaration or 

willfully suppressed any material information, you will be liable for removal 

from the service without notice. 

 
57. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 

appointment. You are advised to take note of the same, and this date will be 

considered as the authenticated Date of Birth for all purposes throughout 

your service with the Company, and will not be changed under any 

circumstances. 

 
58. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 

of three (3) months basic pay in lieu of the three months’ notice period. MSN 

has every authority to terminate your services with immediate effect and 

without any notice period and without any obligation to pay any amounts to 

you, for such termination, in lieu of notice period, upon proven charges of 

misconduct or intentional negligence or trying to cheat the company or indulge 

in the data theft or data tampering at by you at the work place. Further, the 

Company may, at its discretion relieve you from such date as it may deem fit 



 

 

even prior to the expiry of the three months’ notice period give to be served by 

you as per the above mentioned company policy. 

 
59. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 

dependent’s details etc. 

 
60. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 

the Company. You shall use your best endeavors to promote the interest 

and welfare of the Company. The Company shall be entitled to all the 

benefits and profits arising from such work and efforts of yours. 

 
61. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 

and policies of the Company. You shall keep details of your salary and 

employment benefits strictly confidential within and outside the 

 
 

 
62. You will be liable to conform to the Company Policies and Procedures, rules 

and regulations, discipline and general work practices, which are subject to 

change from time to time. 

 
 

63. As per the policy of the Company, we expect you to devote full attention and 

effort to the business of the Company and to continuously develop 

professional skills in mutual interest. We clearly disapprove of any employee 

directly or indirectly engaging himself/herself in or devoting any time or 

attention to any part-time employment or business or monetary position other 

than that of the Company. You will not undertake either directly or indirectly any 

activities, which are contrary to or inconsistent with your obligations to the 

Company, its reputation, image and interest whether direct or indirect. At any 

time, if it is found that there is any breach of this condition on your part, your 

services are liable to be terminated at the discretion of the management. 

 
64. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 

etc., which may be in your use, custody, care or charge. The Company shall 

have the right to deduct the monetary value of all such things from your dues 

and take such other action, as we deem proper in the event of your failure to 

account for such property to our satisfaction. 

 
65. As per the Company’s policy, the age of superannuation is 58 years subject 



 

 

to your being physically and mentally fit as certified by a medical practitioner 

designated by the Company and meeting the performance expectations of 

the Company. Retention of your services beyond the age of superannuation 

will be entirely at the discretion of the management. 

 
66. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 

your duties, you will come to possess information connected with the 

Company’s financials, operations of manufacturing processes, documents, 

plans, drawings, prints, trade, secrets, technical information, reports, 

statements, correspondence etc., and other matters relating to the 

Company’s business, written or unwritten and also information and 

instructions that pass through you or come to your knowledge. All such 

information shall be held by you in strict confidence and shall not be divulged 

to any person during your services with the Company or thereafter. In the event 

of your acting in any contrast or thereafter, the Company will be at liberty to 

initiate appropriate proceedings to safeguard the interests of the Company. 

 
67. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 

and ensure that the Company is aware of all matters being handled by you. 

 
 

 

 
 

68. Upon termination of your employment with the Company for any reason, you 

shall promptly return to the Company any keys, credit cards, passes, 

confidential documents or material, or other property belonging to the 

Company, and return all writings, files, records, correspondence, notebooks, 

notes and other documents and things including any copies thereof, 

containing Confidential Information or relating to the business or proposed 

business of the Company or its subsidiaries or affiliates. The Company 

reserves the right not to relieve you of your employment in the event that all 

the Company's documents/ property / Confidential Information in your 

custody have not been properly handed over by you to an authorized 

representative of the Company. 

 
69. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 

premises other than those referred to in clause 2 of this letter of Offer and 

Appointment Letter, or to carry out no duties, and to instruct you not to 

communicate with clients, employees, agents or representatives of the 



 

 

Company until your employment has been terminated, provided that you will 

continue to be paid and to enjoy normal contractual benefits during any such 

period, except in the case of suspension. You will not be entitled to engage in 

any other employment, work or business during the notice period. 

 
70. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 

be regarded as a disciplinary matter and Disciplinary action will be initiated 

accordingly as per the Company regulations / policies. 

 
71. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 

 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 

Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 
 

61  Mr. M Murali 
July 25, 2023 

 
  Mr. M Murali 

S/o Lakshmana 
Rao 
 D.No: 3-201 
Vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

 
Dear Mr. M Murali, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
16. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
17. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
18. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 



 

 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

19. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
20. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager – HR 
July 25, 2023 

 
Mr. M Murali 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

mailto:shilpadutta@msnlabs.com


 

 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
13. Coverage under Group Personal Accident Policy 
14. Coverage under Group Term Life Insurance Policy 
15. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 
Dr N B Sridevi 
Deputy General Manager - HR 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

72. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
73. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 



 

 

associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
74. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
75. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
76. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
77. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
78. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 
and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
79. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 
 
 

80. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 



 

 

81. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
82. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
83. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
84. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 
of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
85. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 

 
 
 

86. Upon termination of your employment with the Company for any reason, 
you shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, 

notebooks, notes and other documents 
and things including any copies thereof, 
containing Confidential Information or 
relating to the business or proposed 
business of the Company or its 
subsidiaries or affiliates. The Company 
reserves the right not to relieve you of 
your employment in the event that all 
the Company's documents/ property / 
Confidential Information in your custody 



 

 

have not been properly handed over by you to an authorized 
representative of the Company. 

 
87. The Company reserves the right during any period of notice to exclude you 

from the premises of the Company, or to require you to carry out specified 
duties at premises other than those referred to in clause 2 of this letter of 
Offer and Appointment Letter, or to carry out no duties, and to instruct you 
not to communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage 
in any other employment, work or business during the notice period. 

 
88. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee 
will be regarded as a disciplinary matter and Disciplinary action will be 
initiated accordingly as per the Company regulations / policies. 

 
89. Jurisdiction: Any disputes arising out of and /or related to your 

employment with the Company shall be subject to Hyderabad City 
Jurisdiction. 

 
 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 
 

I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 
 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
62.Mr. G Eswar 

July 25, 2023 
 
  Mr. G Eswar 
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D.No: 1-501 
Vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile 
No: 

 
Dear Mr. G Eswar, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
21. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
22. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is 
mentioned in the Annexure-I. 

 
23. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the 
same at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family 

members photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 

 
24. Medical Fitness: 

 
This Offer and Appointment is subject to your 
medical fitness, for which you need to 
undergo Medical Examination at Company’s 
Designated Medical Center as per Annexure- 
III. 

 
25. Terms & Conditions: 

 
a. Your employment is governed by the 

detailed Terms & Conditions furnished in 
Annexure – II. 

 
b. As discussed, you need to join us on 

or before September 04, 2023, failing 
which this offer and Appointment Letter 
stands withdrawn. 

 
Kindly arrange to send us your written 
confirmation within two working days, from 
the date of receipt of this offer letter as a 
token of your acceptance, by signing on the 
Xerox copy of this letter, mentioning your 
Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta 
Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further 
clarifications, if any. 

 
We would like to take this opportunity to 
welcome you into our MSN family and 
wishing you a long & successful association 
with us. 
T
h
a
n
k
i
n
g
 
y
o
u
,
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 Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager - HRJuly 25, 2023 
 

Mr. G Eswar 
Designation: Junior Executive Grade : G04 

 
Annexure-I 



 

 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
16. Coverage under Group Personal Accident Policy 
17. Coverage under Group Term Life Insurance Policy 
18. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 
Dr N B Sridevi 
Deputy General Manager - HR 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 



 

 

90. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
91. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 
associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
92. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
93. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
94. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
95. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
96. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 
and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
97. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 



 

 

 
 

98. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 

99. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
100. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
101. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
102. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 
of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
103. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 



 

 

104. Upon termination of your employment with the Company for any reason, you 
shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, notebooks, 
notes and other documents and things including any copies thereof, 
containing Confidential Information or relating to the business or proposed 
business of the Company or its subsidiaries or affiliates. The Company 
reserves the right not to relieve you of your employment in the event that all 
the Company's documents/ property / Confidential Information in your 
custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
105. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 
premises other than those referred to in clause 2 of this letter of Offer and 
Appointment Letter, or to carry out no duties, and to instruct you not to 
communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage in 
any other employment, work or business during the notice period. 

 
106. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 
be regarded as a disciplinary matter and Disciplinary action will be initiated 
accordingly as per the Company regulations / policies. 

 
107. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 
 

I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 



 

 

 
63. Mr. K. Subbarao 

July 25, 2023 
 
  Mr. K. Subbarao 

S/o Kiran Kumar 
 D.No: 1-21 
vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

  
Dear Mr. K. Subbarao, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
26. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
27. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
28. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 



 

 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

29. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
30. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager - HR 

mailto:shilpadutta@msnlabs.com


 

 

 
July 25, 2023 

 
Mr. K. Subbarao 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
19. Coverage under Group Personal Accident Policy 
20. Coverage under Group Term Life Insurance Policy 
21. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 



 

 

Dr N B Sridevi 
Deputy General Manager - HR 



 

 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

108. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
109. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 
associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
110. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
111. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
112. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
113. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
114. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 



 

 

and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
115. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 
 
 

116. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 

117. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
118. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
119. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
120. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 



 

 

of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
121. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 

 
 
 

122. Upon termination of your employment with the Company for any reason, you 
shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, notebooks, 
notes and other documents and things including any copies thereof, 
containing Confidential Information or relating to the business or proposed 
business of the Company or its subsidiaries or affiliates. The Company 
reserves the right not to relieve you of your employment in the event that all 
the Company's documents/ property / Confidential Information in your 
custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
123. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 
premises other than those referred to in clause 2 of this letter of Offer and 
Appointment Letter, or to carry out no duties, and to instruct you not to 
communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage in 
any other employment, work or business during the notice period. 

 
124. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 
be regarded as a disciplinary matter and Disciplinary action will be initiated 
accordingly as per the Company regulations / policies. 

 
125. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 



 

 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
64.  Ms. T. Lakshmiprasana 

July 25, 2023 
 
  Ms. T. Lakshmiprasana 
  S/o Manoj Kumar 

 D.No:5-21 
vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

 
Dear Ms. T. Lakshmiprasana, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
31. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
32. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
33. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 



 

 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

34. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
35. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager - HR 

mailto:shilpadutta@msnlabs.com


 

 

 
July 25, 2023 

 
Ms. T. Lakshmiprasana 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
22. Coverage under Group Personal Accident Policy 
23. Coverage under Group Term Life Insurance Policy 
24. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 



 

 

Dr N B Sridevi 
Deputy General Manager - HR 



 

 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

126. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
127. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 
associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
128. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
129. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
130. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
131. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
132. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 



 

 

and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
133. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 
 
 

134. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 

135. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
136. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
137. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
138. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 



 

 

of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
139. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 

 
 
 

140. Upon termination of your employment with the Company for any reason, you 
shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, notebooks, 
notes and other documents and things including any copies thereof, 
containing Confidential Information or relating to the business or proposed 
business of the Company or its subsidiaries or affiliates. The Company 
reserves the right not to relieve you of your employment in the event that all 
the Company's documents/ property / Confidential Information in your 
custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
141. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 
premises other than those referred to in clause 2 of this letter of Offer and 
Appointment Letter, or to carry out no duties, and to instruct you not to 
communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage in 
any other employment, work or business during the notice period. 

 
142. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 
be regarded as a disciplinary matter and Disciplinary action will be initiated 
accordingly as per the Company regulations / policies. 

 
143. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 



 

 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

65 .Mr. V. Samba Durga Rao 
July 25, 2023 

 
  Mr. V. Samba Durga Rao 
  S/o Manoj Kumar 

 D.No:3-21 
vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

 
Dear Mr. V. Samba Durga Rao, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
36. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
37. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
38. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 



 

 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

39. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
40. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager - HR 

mailto:shilpadutta@msnlabs.com


 

 

 
July 25, 2023 

 
Mr. V. Samba Durga Rao 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
25. Coverage under Group Personal Accident Policy 
26. Coverage under Group Term Life Insurance Policy 
27. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 



 

 

Dr N B Sridevi 
Deputy General Manager - HR 



 

 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

144. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
145. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 
associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
146. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
147. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
148. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
149. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
150. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 



 

 

and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
151. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 
 
 

152. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 

153. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
154. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
155. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
156. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 



 

 

of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
157. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 

 
 
 

158. Upon termination of your employment with the Company for any reason, you 
shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, notebooks, 
notes and other documents and things including any copies thereof, 
containing Confidential Information or relating to the business or proposed 
business of the Company or its subsidiaries or affiliates. The Company 
reserves the right not to relieve you of your employment in the event that all 
the Company's documents/ property / Confidential Information in your 
custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
159. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 
premises other than those referred to in clause 2 of this letter of Offer and 
Appointment Letter, or to carry out no duties, and to instruct you not to 
communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage in 
any other employment, work or business during the notice period. 

 
160. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 
be regarded as a disciplinary matter and Disciplinary action will be initiated 
accordingly as per the Company regulations / policies. 

 
161. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 



 

 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

66. Mr. Syed Inthiyaz   
July 25, 2023 

 
  Mr. Syed Inthiyaz   
   S/o Akbar 

 D.No:7-121 
vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

 
Dear Mr. Syed Inthiyaz, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
41. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
42. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
43. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 



 

 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

44. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
45. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager - HR 

mailto:shilpadutta@msnlabs.com


 

 

 
July 25, 2023 

 
Mr. Syed Inthiyaz 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
28. Coverage under Group Personal Accident Policy 
29. Coverage under Group Term Life Insurance Policy 
30. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 



 

 

Dr N B Sridevi 
Deputy General Manager - HR 



 

 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

162. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
163. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 
associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
164. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
165. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
166. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
167. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
168. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 



 

 

and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
169. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 
 
 

170. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 

171. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
172. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
173. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
174. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 



 

 

of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
175. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 

 
 
 

176. Upon termination of your employment with the Company for any reason, you 
shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, notebooks, 
notes and other documents and things including any copies thereof, 
containing Confidential Information or relating to the business or proposed 
business of the Company or its subsidiaries or affiliates. The Company 
reserves the right not to relieve you of your employment in the event that all 
the Company's documents/ property / Confidential Information in your 
custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
177. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 
premises other than those referred to in clause 2 of this letter of Offer and 
Appointment Letter, or to carry out no duties, and to instruct you not to 
communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage in 
any other employment, work or business during the notice period. 

 
178. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 
be regarded as a disciplinary matter and Disciplinary action will be initiated 
accordingly as per the Company regulations / policies. 

 
179. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 



 

 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

67 K.Srinu 
July 25, 2023 

 
  Mr. K.Srinu   
   S/o Nageswara Rao 

 D.No:2-21 
vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

 
Dear Mr. July 25, 2023 

 
  Mr. Syed Inthiyaz   
   S/o Akbar 

 D.No:7-121 
vuyyuru,  
Krishna Dist,Andhra 
Pradesh 521165  Mobile No: 

 
Dear Mr. Syed Inthiyaz, 

 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
46. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
47. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
48. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 



 

 

b. All Educational Certificates and any other Certificates related to specific 
Training and Skills 

c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 
j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

49. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
50. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

mailto:shilpadutta@msnlabs.com


 

 

Deputy General Manager - HR 
 

July 25, 2023 
 

Mr. Syed Inthiyaz 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
31. Coverage under Group Personal Accident Policy 
32. Coverage under Group Term Life Insurance Policy 
33. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 



 

 

 
Dr N B Sridevi 
Deputy General Manager - HR 



 

 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

180. The effective date of joining shall not be later than September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
181. Your initial place of posting shall be at MSN Laboratories Private Limited - 

R&D Center Location. However, your services are transferable to any 
Location in India or outside India to serve the Company in any of its 
Departments, Factories, Establishments, Group Companies and its 
associates. You will abide by the working conditions and policies of the area 
concerned and the transfer arrangement will not deem to constitute a change 
in your service conditions. 

 
182. Your appointment with the Company would be subject to successful pre 

and/or post-employment background checks, in respect of accuracy of the 
testimonials, experience and information provided by you in securing the 
employment with the company. If you have made any false declaration or 
willfully suppressed any material information, you will be liable for removal 
from the service without notice. 

 
183. Your Date of Birth is recorded as March 15, 1998, by the Company on the 

basis of documentary evidence produced by you at the time of your 
appointment. You are advised to take note of the same, and this date will be 
considered as the authenticated Date of Birth for all purposes throughout 
your service with the Company, and will not be changed under any 
circumstances. 

 
184. This agreement of employment is terminable by either party by giving three 

(3) months prior written notice to the other party or alternatively upon payment 
of three (3) months basic pay in lieu of the three months’ notice period. MSN 
has every authority to terminate your services with immediate effect and 
without any notice period and without any obligation to pay any amounts to 
you, for such termination, in lieu of notice period, upon proven charges of 
misconduct or intentional negligence or trying to cheat the company or indulge 
in the data theft or data tampering at by you at the work place. Further, the 
Company may, at its discretion relieve you from such date as it may deem fit 
even prior to the expiry of the three months’ notice period give to be served by 
you as per the above mentioned company policy. 

 
185. You are required to keep us informed of any changes in your personal 

details, residential address, marital status, educational qualifications, 
dependent’s details etc. 

 
186. You shall do the best of your ability and devote your experience, knowledge, 

skills and working hours with full of attention and energy for the business of 
the Company. You shall use your best endeavors to promote the interest 



 

 

and welfare of the Company. The Company shall be entitled to all the 
benefits and profits arising from such work and efforts of yours. 

 
187. Changes in your compensation are discretionary and will be subject to the 

overall performance of the Company, your individual effective performance 
and policies of the Company. You shall keep details of your salary and 
employment benefits strictly confidential within and outside the 

 
 
 

188. You will be liable to conform to the Company Policies and Procedures, rules 
and regulations, discipline and general work practices, which are subject to 
change from time to time. 

 
 

189. As per the policy of the Company, we expect you to devote full attention and 
effort to the business of the Company and to continuously develop 
professional skills in mutual interest. We clearly disapprove of any employee 
directly or indirectly engaging himself/herself in or devoting any time or 
attention to any part-time employment or business or monetary position other 
than that of the Company. You will not undertake either directly or indirectly any 
activities, which are contrary to or inconsistent with your obligations to the 
Company, its reputation, image and interest whether direct or indirect. At any 
time, if it is found that there is any breach of this condition on your part, your 
services are liable to be terminated at the discretion of the management. 

 
190. You will be responsible for the safe keep and return in good condition and 

order, of all property such as tools, equipment, instruments, books, uniforms 
etc., which may be in your use, custody, care or charge. The Company shall 
have the right to deduct the monetary value of all such things from your dues 
and take such other action, as we deem proper in the event of your failure to 
account for such property to our satisfaction. 

 
191. As per the Company’s policy, the age of superannuation is 58 years subject 

to your being physically and mentally fit as certified by a medical practitioner 
designated by the Company and meeting the performance expectations of 
the Company. Retention of your services beyond the age of superannuation 
will be entirely at the discretion of the management. 

 
192. You will be required to sign an Employee Non-disclosure/Confidential 

Agreement with the Company at the time of joining. In the performance of 
your duties, you will come to possess information connected with the 
Company’s financials, operations of manufacturing processes, documents, 
plans, drawings, prints, trade, secrets, technical information, reports, 
statements, correspondence etc., and other matters relating to the 
Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such 
information shall be held by you in strict confidence and shall not be divulged 
to any person during your services with the Company or thereafter. In the event 



 

 

of your acting in any contrast or thereafter, the Company will be at liberty to 
initiate appropriate proceedings to safeguard the interests of the Company. 

 
193. Upon termination, you shall cooperate with the Company, as reasonably 

requested by the Company, to effect a smooth transition of your responsibilities 
and ensure that the Company is aware of all matters being handled by you. 

 
 

 
 
 

194. Upon termination of your employment with the Company for any reason, you 
shall promptly return to the Company any keys, credit cards, passes, 
confidential documents or material, or other property belonging to the 
Company, and return all writings, files, records, correspondence, notebooks, 
notes and other documents and things including any copies thereof, 
containing Confidential Information or relating to the business or proposed 
business of the Company or its subsidiaries or affiliates. The Company 
reserves the right not to relieve you of your employment in the event that all 
the Company's documents/ property / Confidential Information in your 
custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
195. The Company reserves the right during any period of notice to exclude you from 

the premises of the Company, or to require you to carry out specified duties at 
premises other than those referred to in clause 2 of this letter of Offer and 
Appointment Letter, or to carry out no duties, and to instruct you not to 
communicate with clients, employees, agents or representatives of the 
Company until your employment has been terminated, provided that you will 
continue to be paid and to enjoy normal contractual benefits during any such 
period, except in the case of suspension. You will not be entitled to engage in 
any other employment, work or business during the notice period. 

 
196. Any breach of the Company's regulations/policies, failure to attain or 

maintain a satisfactory work standard or any misconduct by an employee will 
be regarded as a disciplinary matter and Disciplinary action will be initiated 
accordingly as per the Company regulations / policies. 

 
197. Jurisdiction: Any disputes arising out of and /or related to your employment 

with the Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 



 

 

 
I read & understand all Terms & Conditions relating to my Offer and Appointment 
Letter and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 
 
 

, 
 
 

Sub: Offer and Appointment Letter 
 

This has reference to your application and the subsequent interview you had with 
us, we are pleased to offer you an employment with the following Terms & 
Conditions: 

 
51. Designation: 

 
You will be designated as “Junior Executive”, Grade “G04”, in Analytical 
Research & Development 
Department based at MSN Laboratories Private Limited - R&D Center Location. 

 
52. Remuneration: 

 
Detailed compensation structure as Total Cost to Company Rs. 290000/- is mentioned 
in the Annexure-I. 

 
53. Documents to be Submitted: 

 
Please bring all the following documents in original with Photostat copies of the same 
at the time of joining. 

 
a. Passport Size Color Photographs (Self) - 7 nos. and Dependent-family members 

photograph - 1 nos. each 
b. All Educational Certificates and any other Certificates related to specific 

Training and Skills 
c. All Previous Employment Service Certificates/ Relieving Letters 
d. Relieving Letter /Service Certificate of your Current Employer 
e. Latest three months’ pay slips of Current Employment 
f. Last Six months Bank Statement of Current Employment 
g. Aadhaar Card of self and dependent family members 
h. PAN Card 
i. Passport / Driving License 



 

 

j. A cancelled cheque leaf of active bank account 
k. Previous Employment EPF (UAN) / ESI details if any 

 
l. Previous Employment Provisional Form-16, if applicable, for Income Tax 

Calculation Purpose 
m. Medical Certificate with Reports 

 
 

54. Medical Fitness: 
 

This Offer and Appointment is subject to your medical fitness, for which you need 
to undergo Medical Examination at Company’s Designated Medical Center as per 
Annexure- III. 

 
55. Terms & Conditions: 

 
a. Your employment is governed by the detailed Terms & Conditions furnished in 

Annexure – II. 
 

b. As discussed, you need to join us on or before September 04, 2023, 
failing which this offer and Appointment Letter stands withdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of this offer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date of Joining. 

 
Please feel free to contact Mr. Shilpa Dutta Contact No. 040-30438904 Email ID: 
shilpadutta@msnlabs.com for further clarifications, if any. 

 
We would like to take this opportunity to welcome you into our MSN family and 
wishing you a long & successful association with us. 
Thanking 
you, Yours 
sincerely, 

For MSN Laboratories Private Limited 
 
 
 
 
Dr N B Sridevi 

Deputy General Manager - HR 

mailto:shilpadutta@msnlabs.com


 

 

 
July 25, 2023 

 
Mr. K.Srinu 
Designation: Junior Executive Grade : G04 

 
Annexure-I 

Department: Analytical Research & Development 
 

TOTAL COST TO 
COMPANY 

All figures in INR 

Salary Components Per Month Per Annum Payment 
Frequency 

A.    Monthly Salary    

Basic Pay 15000 180000 Monthly 

House Rent Allowance 6000 72000 Monthly 

Education Allowance 200 2400 Monthly 

Minimum Guaranteed Bonus 467 5600 Monthly 

Statutory Bonus (Advance Payout) 0 0 Monthly 

A - Monthly Gross Total 21667 260000  

B. Annual Benefits    

Leave Travel Allowance 0 0 Annual 

B - Annual Benefits Total 0 0  

C. Statutory Benefits    

PF (Employer Contribution) 1800 21600 Monthly 

ESI (Employer Contribution) 0 0 Monthly 

Bonus / Ex-gratia 700 8400 Annual 

C - Statutory Benefits Total 2500 30000  

    

D. Fixed Total Cost to Company 
(A+B+C) 

24167 290000  

    

E. Gratuity (As per the Gratuity 
Act, 1972) 

722 8658  

    

Total Cost to Company (D+E) 24889 298658  

Apart from the above, you are also eligible for following Benefits as per the Company 
Policy. 

 
34. Coverage under Group Personal Accident Policy 
35. Coverage under Group Term Life Insurance Policy 
36. Coverage under Group Mediclaim Policy (Self & Dependents - Spouse, Parents 

and 2 Children) 
 

For MSN Laboratories Private Limited 
 
 
 



 

 

Dr N B Sridevi 
Deputy General Manager - HR 



 

 

Annexure- II 
 

TERMS & CONDITIONS OF THE EMPLOYMENT 
 
 

198. The effective date of joining shall not be later than September 04, 2023, failing 
which this offer and Appointment Letter stands withdrawn. 

 
199. Your initial place of posting shall be at MSN Laboratories Private Limited - R&D 

Center Location. However, your services are transferable to any Location in India or 
outside India to serve the Company in any of its Departments, Factories, 
Establishments, Group Companies and its associates. You will abide by the 
working conditions and policies of the area concerned and the transfer arrangement 
will not deem to constitute a change in your service conditions. 

 
200. Your appointment with the Company would be subject to successful pre and/or 

post-employment background checks, in respect of accuracy of the testimonials, 
experience and information provided by you in securing the employment with the 
company. If you have made any false declaration or willfully suppressed any 
material information, you will be liable for removal from the service without notice. 

 
201. Your Date of Birth is recorded as March 15, 1998, by the Company on the basis of 

documentary evidence produced by you at the time of your appointment. You are 
advised to take note of the same, and this date will be considered as the 
authenticated Date of Birth for all purposes throughout your service with the 
Company, and will not be changed under any circumstances. 

 
202. This agreement of employment is terminable by either party by giving three (3) 

months prior written notice to the other party or alternatively upon payment of three (3) 
months basic pay in lieu of the three months’ notice period. MSN has every authority 
to terminate your services with immediate effect and without any notice period and 
without any obligation to pay any amounts to you, for such termination, in lieu of 
notice period, upon proven charges of misconduct or intentional negligence or trying to 
cheat the company or indulge in the data theft or data tampering at by you at the 
work place. Further, the Company may, at its discretion relieve you from such date 
as it may deem fit even prior to the expiry of the three months’ notice period give to 
be served by you as per the above mentioned company policy. 

 
203. You are required to keep us informed of any changes in your personal details, 

residential address, marital status, educational qualifications, dependent’s details 
etc. 

 
204. You shall do the best of your ability and devote your experience, knowledge, skills 

and working hours with full of attention and energy for the business of the 
Company. You shall use your best endeavors to promote the interest and welfare of 
the Company. The Company shall be entitled to all the benefits and profits arising 
from such work and efforts of yours. 

 
205. Changes in your compensation are discretionary and will be subject to the overall 

performance of the Company, your individual effective performance and policies of 
the Company. You shall keep details of your salary and employment benefits 
strictly confidential within and outside the 



 

 

 
 
 

206. You will be liable to conform to the Company Policies and Procedures, rules and 
regulations, discipline and general work practices, which are subject to change from 
time to time. 

 
 

207. As per the policy of the Company, we expect you to devote full attention and effort 
to the business of the Company and to continuously develop professional skills in 
mutual interest. We clearly disapprove of any employee directly or indirectly 
engaging himself/herself in or devoting any time or attention to any part-time 
employment or business or monetary position other than that of the Company. You 
will not undertake either directly or indirectly any activities, which are contrary to or 
inconsistent with your obligations to the Company, its reputation, image and interest 
whether direct or indirect. At any time, if it is found that there is any breach of this 
condition on your part, your services are liable to be terminated at the discretion of 
the management. 

 
208. You will be responsible for the safe keep and return in good condition and order, of 

all property such as tools, equipment, instruments, books, uniforms etc., which may 
be in your use, custody, care or charge. The Company shall have the right to 
deduct the monetary value of all such things from your dues and take such other 
action, as we deem proper in the event of your failure to account for such property 
to our satisfaction. 

 
209. As per the Company’s policy, the age of superannuation is 58 years subject to your 

being physically and mentally fit as certified by a medical practitioner designated by 
the Company and meeting the performance expectations of the Company. 
Retention of your services beyond the age of superannuation will be entirely at the 
discretion of the management. 

 
210. You will be required to sign an Employee Non-disclosure/Confidential Agreement 

with the Company at the time of joining. In the performance of your duties, you will 
come to possess information connected with the Company’s financials, operations 
of manufacturing processes, documents, plans, drawings, prints, trade, secrets, 
technical information, reports, statements, correspondence etc., and other matters 
relating to the Company’s business, written or unwritten and also information and 
instructions that pass through you or come to your knowledge. All such information 
shall be held by you in strict confidence and shall not be divulged to any person during 
your services with the Company or thereafter. In the event of your acting in any 
contrast or thereafter, the Company will be at liberty to initiate appropriate 
proceedings to safeguard the interests of the Company. 

 
211. Upon termination, you shall cooperate with the Company, as reasonably requested 

by the Company, to effect a smooth transition of your responsibilities and ensure that 
the Company is aware of all matters being handled by you. 

 
 



 

 

 
 
 

212. Upon termination of your employment with the Company for any reason, you shall 
promptly return to the Company any keys, credit cards, passes, confidential 
documents or material, or other property belonging to the Company, and return all 
writings, files, records, correspondence, notebooks, notes and other documents 
and things including any copies thereof, containing Confidential Information or 
relating to the business or proposed business of the Company or its subsidiaries or 
affiliates. The Company reserves the right not to relieve you of your employment in 
the event that all the Company's documents/ property / Confidential Information in 
your custody have not been properly handed over by you to an authorized 
representative of the Company. 

 
213. The Company reserves the right during any period of notice to exclude you from the 

premises of the Company, or to require you to carry out specified duties at premises 
other than those referred to in clause 2 of this letter of Offer and Appointment Letter, 
or to carry out no duties, and to instruct you not to communicate with clients, 
employees, agents or representatives of the Company until your employment has been 
terminated, provided that you will continue to be paid and to enjoy normal contractual 
benefits during any such period, except in the case of suspension. You will not be 
entitled to engage in any other employment, work or business during the notice period. 

 
214. Any breach of the Company's regulations/policies, failure to attain or maintain a 

satisfactory work standard or any misconduct by an employee will be regarded as a 
disciplinary matter and Disciplinary action will be initiated accordingly as per the 
Company regulations / policies. 

 
215. Jurisdiction: Any disputes arising out of and /or related to your employment with the 

Company shall be subject to Hyderabad City Jurisdiction. 
 

 
 

 
 

Acknowledgement for the Acceptance of the Offer and Appointment Letter 
 

I read & understand all Terms & Conditions relating to my Offer and Appointment Letter 
and declare that I hereby unconditionally and irrevocably accept the same. 

 
 

I shall report for duty on    
 
 
 

Signature: Date: 
 

 
 
 



 

 

 
68 S Sambha Durga Rao 
 
To, 

Mr. S Sambha Durga Rao 

S/o  Lacheswara Rao,  

Reddy Palllem, Mantada 

Pamidimukkala mandal 

Krishna-52134. 

 

With reference to your application and subsequent interview held on 23.01.2020 we are pleased 

to offer you appointment as Trainee Supervisor in Production Department at Unit-2 situated at 

Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the following terms and 

conditions .  

01.You may report for training within 10 days of completion of your final year examinations 

including practicals. 

02.You will be on training for a period of  three months from the date of reporting as a trainee and 

you will be paid a stipend of Rs.8500/-per month during the training period.  

03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per month 

from the 1st  of the following month. 

04. After completion of the training period the company at its sole discreation may not offer 

employment and no trainee shall have the right to demand absorptionin employment of the 

company. 

05.You are required to give an undertaking to work in our organization for a minimum period of 

three years and shall also enter an Employee Non-desclosure/Confidentiality agreement with the 

company at the time joining . 

06.You will be governed by the rules & regulations of the company and standing orders of the 

establishment as applicable to your category,which the company may prescribe from time to 

time. 

07.Your training is liable for termination if it is found that the information furnished by you in your 

application for appointment is false or that you have willfully suppressed material information in 

your application. 

08.You shall forthwith intimate any change in your residential address as and when any change 

takes place. 

09.If you intend to leave the service of the company,you have to give two months prior notice in 

writing or notice Pay in lieu thereof,which may be modified and the same will be notified. 



 

 

10.You should submit the following at the time of joining a)4 copies of post card size black & 

white group photo of the candidate with his / her dependent parents, and his / her spouse & 

children if married. b)4 copies of stamp size colour photo of the candidate. C)Original Certificates 

of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be treated as a 

B.Sc. e)You should wear full shoes and goggles while reporting to training. 

If  the above terms and conditions are acceptable to you . You should intimate to us about your 

willingness to join in our organization with in 10 days on receipt of this letter. 

If you fail to report to training with in the time,this offer will be treated as cancelled. 

Yours faithfully, 

For DIVI’S LABORATORIES LTD 

 

K.SUBBA RAO 

DEPUTY GENERAL MANAGER(P&A) 

I understand the contents of the appointment order and I here by accept the terms and conditions 

mentioned herein. 

                                                                                                                                                                           

Signature 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
69 Ms. G Ramya 
D/o  G Venkatewarao,  
Gaddiapdu, 
Pamidimukkala mandal 
Krishna-52134. 
. 
With reference to your application and subsequent interview held on 23.01.2020 we are pleased 
to offer you appointment as Trainee Supervisor in Production Department at Unit-2 situated at 
Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the following terms and 
conditions .  
01.You may report for training within 10 days of completion of your final year examinations 
including practicals. 
02.You will be on training for a period of  three months from the date of reporting as a trainee and 
you will be paid a stipend of Rs.8500/-per month during the training period.  
03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per month 
from the 1st  of the following month. 
04. After completion of the training period the company at its sole discreation may not offer 
employment and no trainee shall have the right to demand absorptionin employment of the 
company. 
05.You are required to give an undertaking to work in our organization for a minimum period of 
three years and shall also enter an Employee Non-desclosure/Confidentiality agreement with the 
company at the time joining . 
06.You will be governed by the rules & regulations of the company and standing orders of the 
establishment as applicable to your category,which the company may prescribe from time to 
time. 
07.Your training is liable for termination if it is found that the information furnished by you in your 
application for appointment is false or that you have willfully suppressed material information in 
your application. 
08.You shall forthwith intimate any change in your residential address as and when any change 
takes place. 
09.If you intend to leave the service of the company,you have to give two months prior notice in 
writing or notice Pay in lieu thereof,which may be modified and the same will be notified. 
10.You should submit the following at the time of joining a)4 copies of post card size black & 
white group photo of the candidate with his / her dependent parents, and his / her spouse & 
children if married. b)4 copies of stamp size colour photo of the candidate. C)Original Certificates 
of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be treated as a 
B.Sc. e)You should wear full shoes and goggles while reporting to training. 
If  the above terms and conditions are acceptable to you . You should intimate to us about your 
willingness to join in our organization with in 10 days on receipt of this letter. 
If you fail to report to training with in the time,this offer will be treated as cancelled. 
Yours faithfully, 
For DIVI’S LABORATORIES LTD 

 
K.SUBBA RAO 
DEPUTY GENERAL MANAGER(P&A) 
I understand the contents of the appointment order and I here by accept the terms and conditions 
mentioned herein. 

                                                                                                                                                                           
Signature 

 
 



 

 

 
70. K.Pavana Pratyusha 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
71.Ms.  Pavani 
S/o  Subba Rao,  
Vuyyuru  
Krishna-52165. 
 
With reference to your application and subsequent interview held on 23.01.2020 we are pleased 
to offer you appointment as Trainee Supervisor in Production Department at Unit-2 situated at 
Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the following terms and 
conditions .  
01.You may report for training within 10 days of completion of your final year examinations 
including practicals. 
02.You will be on training for a period of  three months from the date of reporting as a trainee and 
you will be paid a stipend of Rs.8500/-per month during the training period.  
03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per month 
from the 1st  of the following month. 
04. After completion of the training period the company at its sole discreation may not offer 
employment and no trainee shall have the right to demand absorptionin employment of the 
company. 
05.You are required to give an undertaking to work in our organization for a minimum period of 
three years and shall also enter an Employee Non-desclosure/Confidentiality agreement with the 
company at the time joining . 
06.You will be governed by the rules & regulations of the company and standing orders of the 
establishment as applicable to your category,which the company may prescribe from time to 
time. 
07.Your training is liable for termination if it is found that the information furnished by you in your 
application for appointment is false or that you have willfully suppressed material information in 
your application. 
08.You shall forthwith intimate any change in your residential address as and when any change 
takes place. 
09.If you intend to leave the service of the company,you have to give two months prior notice in 
writing or notice Pay in lieu thereof,which may be modified and the same will be notified. 
10.You should submit the following at the time of joining a)4 copies of post card size black & 
white group photo of the candidate with his / her dependent parents, and his / her spouse & 
children if married. b)4 copies of stamp size colour photo of the candidate. C)Original Certificates 
of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be treated as a 
B.Sc. e)You should wear full shoes and goggles while reporting to training. 
If  the above terms and conditions are acceptable to you . You should intimate to us about your 
willingness to join in our organization with in 10 days on receipt of this letter. 
If you fail to report to training with in the time,this offer will be treated as cancelled. 
Yours faithfully, 
For DIVI’S LABORATORIES LTD 

 
K.SUBBA RAO 
DEPUTY GENERAL MANAGER(P&A) 
I understand the contents of the appointment order and I here by accept the terms and conditions 
mentioned herein. 

                                                                                                                                                                           
Signature 

 
 
 



 

 

 
72. K.Srinivas 
 
 With reference to your application and subsequent interview held on 23.01.2020 we are pleased 
to offer you appointment as Trainee Supervisor in Production Department at Unit-2 situated at 
Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the following terms and 
conditions .  
01.You may report for training within 10 days of completion of your final year examinations 
including practicals. 
02.You will be on training for a period of  three months from the date of reporting as a trainee and 
you will be paid a stipend of Rs.8500/-per month during the training period.  
03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per month 
from the 1st  of the following month. 
04. After completion of the training period the company at its sole discreation may not offer 
employment and no trainee shall have the right to demand absorptionin employment of the 
company. 
05.You are required to give an undertaking to work in our organization for a minimum period of 
three years and shall also enter an Employee Non-desclosure/Confidentiality agreement with the 
company at the time joining . 
06.You will be governed by the rules & regulations of the company and standing orders of the 
establishment as applicable to your category,which the company may prescribe from time to 
time. 
07.Your training is liable for termination if it is found that the information furnished by you in your 
application for appointment is false or that you have willfully suppressed material information in 
your application. 
08.You shall forthwith intimate any change in your residential address as and when any change 
takes place. 
09.If you intend to leave the service of the company,you have to give two months prior notice in 
writing or notice Pay in lieu thereof,which may be modified and the same will be notified. 
10.You should submit the following at the time of joining a)4 copies of post card size black & 
white group photo of the candidate with his / her dependent parents, and his / her spouse & 
children if married. b)4 copies of stamp size colour photo of the candidate. C)Original Certificates 
of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be treated as a 
B.Sc. e)You should wear full shoes and goggles while reporting to training. 
If  the above terms and conditions are acceptable to you . You should intimate to us about your 
willingness to join in our organization with in 10 days on receipt of this letter. 
If you fail to report to training with in the time,this offer will be treated as cancelled. 
Yours faithfully, 
For DIVI’S LABORATORIES LTD 

 
K.SUBBA RAO 
DEPUTY GENERAL MANAGER(P&A) 
I understand the contents of the appointment order and I here by accept the terms and conditions 
mentioned herein. 

                                                                                                                                                                           
Signature 

 
 
 
 
 



 

 

73 V.Manikantha 
 

With reference to your application and subsequent interview held on 23.01.2020 we are pleased 
to offer you appointment as Trainee Supervisor in Production Department at Unit-2 situated at 
Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the following terms and 
conditions .  
01.You may report for training within 10 days of completion of your final year examinations 
including practicals. 
02.You will be on training for a period of  three months from the date of reporting as a trainee and 
you will be paid a stipend of Rs.8500/-per month during the training period.  
03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per month 
from the 1st  of the following month. 
04. After completion of the training period the company at its sole discreation may not offer 
employment and no trainee shall have the right to demand absorptionin employment of the 
company. 
05.You are required to give an undertaking to work in our organization for a minimum period of 
three years and shall also enter an Employee Non-desclosure/Confidentiality agreement with the 
company at the time joining . 
06.You will be governed by the rules & regulations of the company and standing orders of the 
establishment as applicable to your category,which the company may prescribe from time to 
time. 
07.Your training is liable for termination if it is found that the information furnished by you in your 
application for appointment is false or that you have willfully suppressed material information in 
your application. 
08.You shall forthwith intimate any change in your residential address as and when any change 
takes place. 
09.If you intend to leave the service of the company,you have to give two months prior notice in 
writing or notice Pay in lieu thereof,which may be modified and the same will be notified. 
10.You should submit the following at the time of joining a)4 copies of post card size black & 
white group photo of the candidate with his / her dependent parents, and his / her spouse & 
children if married. b)4 copies of stamp size colour photo of the candidate. C)Original Certificates 
of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be treated as a 
B.Sc. e)You should wear full shoes and goggles while reporting to training. 
If  the above terms and conditions are acceptable to you . You should intimate to us about your 
willingness to join in our organization with in 10 days on receipt of this letter. 
If you fail to report to training with in the time,this offer will be treated as cancelled. 
Yours faithfully, 
For DIVI’S LABORATORIES LTD 

 
K.SUBBA RAO 
DEPUTY GENERAL MANAGER(P&A) 
I understand the contents of the appointment order and I here by accept the terms and conditions 
mentioned herein. 

                                                                                                                                                                           
Signature 

 

 
 
 
 
 



 

 

 
74.K.Ramesh 

 
With reference to your application and subsequent interview held on 23.01.2020 we are pleased 
to offer you appointment as Trainee Supervisor in Production Department at Unit-2 situated at 
Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the following terms and 
conditions .  
01.You may report for training within 10 days of completion of your final year examinations 
including practicals. 
02.You will be on training for a period of  three months from the date of reporting as a trainee and 
you will be paid a stipend of Rs.8500/-per month during the training period.  
03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per month 
from the 1st  of the following month. 
04. After completion of the training period the company at its sole discreation may not offer 
employment and no trainee shall have the right to demand absorptionin employment of the 
company. 
05.You are required to give an undertaking to work in our organization for a minimum period of 
three years and shall also enter an Employee Non-desclosure/Confidentiality agreement with the 
company at the time joining . 
06.You will be governed by the rules & regulations of the company and standing orders of the 
establishment as applicable to your category,which the company may prescribe from time to 
time. 
07.Your training is liable for termination if it is found that the information furnished by you in your 
application for appointment is false or that you have willfully suppressed material information in 
your application. 
08.You shall forthwith intimate any change in your residential address as and when any change 
takes place. 
09.If you intend to leave the service of the company,you have to give two months prior notice in 
writing or notice Pay in lieu thereof,which may be modified and the same will be notified. 
10.You should submit the following at the time of joining a)4 copies of post card size black & 
white group photo of the candidate with his / her dependent parents, and his / her spouse & 
children if married. b)4 copies of stamp size colour photo of the candidate. C)Original Certificates 
of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be treated as a 
B.Sc. e)You should wear full shoes and goggles while reporting to training. 
If  the above terms and conditions are acceptable to you . You should intimate to us about your 
willingness to join in our organization with in 10 days on receipt of this letter. 
If you fail to report to training with in the time,this offer will be treated as cancelled. 
Yours faithfully, 
For DIVI’S LABORATORIES LTD 

 
K.SUBBA RAO 
DEPUTY GENERAL MANAGER(P&A) 
I understand the contents of the appointment order and I here by accept the terms and conditions 
mentioned herein. 
 

30th September 2021 

 
 
 
 
 



 

 

75 M.Sanjay 
 

 
 
 
 
 



 

 

76 Y Ganesh Rama Raju 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

77. Adapa Leela Srinivasa Rao 

 
 

 

 

 

 



 

 

78 .G.Sai Kiran 
 

SHRIRAM FINANCE LIMITED 

6th Floor(level 2), Building 

No.Q2, Aurum Q Parc, Gen 

4/1,TTC,Thane Belapur 

Road,Ghansoli, 

Navi Mumbai - 400710 

 

PAYSLIP FOR THE MONTH OF MARCH 2023 

 

Employee 

Code 

Employee 

Name 

Region 

115008 

GUNJA SAI KIRAN 

TPG-MACHILIPATNAM 
DIVISION 

PaySlip 

No. 

Bank 

Name 

Bank A/c 
No. 

3728967 
BANK OF INDIA 
XXXXXXXXXXX80
40 

Branch TPGAP-VUYYURU UAN NO. 101886901606 

Designation PRODUCT EXECUTIVE PF No. THVSH004144200
0/0368622 

Department SALES & MARKETING ESI No. 6209778692 

Date of 
Joining 

12/12/2022 PAN No. LMHPK0759A 

Paid Days 31.0 Aadhar No. 680444648410 
 

Earnings Current 
Month 

Arrea
rs 

YT
D 

BASIC SALARY 4500.00 0.00 16403.00 

HOUSE RENT 
ALLOWANCE 

1500.00 0.00 5468.00 

MEDICAL ALLOWANCE 1250.00 0.00 4556.00 

EDUCATION ALLOWANCE 200.00 0.00 729.00 

OTHER ALLOWANCE 3220.00 0.00 11737.00 

FUEL ALLOWANCE 2000.00 0.00 7290.00 

MOBILE ALLOWANCE 500.00 0.00 1823.00 

Total Earnings (A) 13170.00 0.00 48006.00 

Deductions    

LABOUR WELFARE FUND 0.00 0.00 30.00 

EMPLOYEE STATE 
INSURANCE 

99.00 0.00 361.00 

PROVIDENT FUND 1400.00 0.00 5103.00 

Total Deductions (B) 1499.00 0.00 5494.00 

Net Pay (A - B) 11671.00 

(IN WORDS) RUPEES ELEVEN THOUSAND SIX HUNDRED SEVENTY ONE RUPEES 
ONLY 

Leave Details 

Leave Type Leave Opening Leave LO Year 



 

 

Balance Taken P Balance 

CASUAL 
LEAVE 

11.00 0.00 0.00 11.00 

PRIVILEGE 
LEAVE 

0.00 0.00 0.00 0.00 

 

TAX Calculation 

 

Total Salary 48156.00 

Add:Others 0.00 

Total Gross 48156.00 

Less: Deductions u/s 10 729.00 

Less: Tax on Employment 0.00 

Less: Standard Deduction 47427.00 

Less: Housing Loan Interest payment 0.00 

Add: Income Declared BY Employee 0.00 

Less: Investment u/s 80C, 80CCC and 80CCD 5103.00 

Less: Investment Other Sections under Chapter 
VI-A 

(510.30) 

Total Taxable Income (4592.70) 

Total Tax Payable 0.00 

Total Tax Deducted 0.00 

Total Tax Balance 0.00 



 

 

79 Pavani 
Date: 23.01.2020 

To, 

Ms.  Pavani 

S/o  Subba Rao,  

Vuyyuru  

Krishna-52165. 

 

With reference to your application and subsequent interview held on 23.01.2020 we are 

pleased to offer you appointment as Trainee Supervisor in Production Department at Unit-2 

situated at Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the 

following terms and conditions .  

01.You may report for training within 10 days of completion of your final year examinations 

including practicals. 

02.You will be on training for a period of  three months from the date of reporting as a 

trainee and you will be paid a stipend of Rs.8500/-per month during the training period.  

03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per 

month from the 1st  of the following month. 

04. After completion of the training period the company at its sole discreation may not offer 

employment and no trainee shall have the right to demand absorptionin employment of the 

company. 

05.You are required to give an undertaking to work in our organization for a minimum period 

of three years and shall also enter an Employee Non-desclosure/Confidentiality agreement 

with the company at the time joining . 

06.You will be governed by the rules & regulations of the company and standing orders of 

the establishment as applicable to your category,which the company may prescribe from 

time to time. 

07.Your training is liable for termination if it is found that the information furnished by you in 

your application for appointment is false or that you have willfully suppressed material 

information in your application. 

08.You shall forthwith intimate any change in your residential address as and when any 

change takes place. 



 

 

09.If you intend to leave the service of the company,you have to give two months prior 

notice in writing or notice Pay in lieu thereof,which may be modified and the same will be 

notified. 

10.You should submit the following at the time of joining a)4 copies of post card size black & 

white group photo of the candidate with his / her dependent parents, and his / her spouse & 

children if married. b)4 copies of stamp size colour photo of the candidate. C)Original 

Certificates of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc Certificate you will be 

treated as a B.Sc. e)You should wear full shoes and goggles while reporting to training. 

If  the above terms and conditions are acceptable to you . You should intimate to us about 

your willingness to join in our organization with in 10 days on receipt of this letter. 

If you fail to report to training with in the time,this offer will be treated as cancelled. 

Yours faithfully, 

For DIVI’S LABORATORIES LTD 

 

K.SUBBA RAO 

DEPUTY GENERAL MANAGER(P&A) 

I understand the contents of the appointment order and I here by accept the terms and 

conditions mentioned herein. 

                                                                                                                                                                           

Signature 

 
 
 
 
 
 
 
 
 
 
 
 



 

 

80 Dear Mallampati Rajitha 
Congratulations! We take great pleasure in inviting you to be an integral part of 
Omega HealthcareManagementServicesPrivateLimited. 

 
We are pleased to make you an offer of employment as TRAINEE CODER full 
time and your place ofposting will be Bengaluru with an Annual CTC 
Compensation of Rs. 254,496.00 (Rupees Two Lakh FiftyFour Thousand Four 
Hundred Ninety Six Only). Your date of joining will be on or before 19 
September2022, beyondwhichthisoffer standsrevoked. 
We are an international organization with people capabilities across India, 
Philippines, and the USA. You willdiscover with us 'passion, energy and 
commitment' to be the best in class and take pride in doing thingsdifferently. As 
we refine and continuously improve on our people process, we count on your 
support inmakingOmegaHealthcareoneof theBest Placeto Work. 
Combiningthelargestmedicalcodingstaffintheworld,withproprietarytechnology,anal
yticsandautomation capabilities, Omega Healthcare helps thousands of providers 
eliminate administrative 
burdens,acceleratecashflowandreducehealthmanagementcosts.Thecompanystre
amlinesmedicalbilling,coding and collections processes, and offers telephone 
and message-triage services to provide the 
mostcomprehensiveandscalableoutsourcedrevenuecyclemanagementsolutionsint
heindustry. 
Most of us here are ordinary people, but constantly seeking to do extraordinary 
things. We are not perfect,but we are open to feedback, learning and change. 
While we have our own individuality, we also share 
acommonvisionandcomplementeachworkingas ateam. 
What differentiates us from other places to work is our passion and commitment 
towards superior customerservice. You will find strong core values and brand 
promise that we live up that is hallmark amongst all ourServiceofferings. 
We firmly believe in employee engagement and our evolving people processes. 
We assure you 
enrichment,growthandfulfillmentattheendofeachworkingday.DiscoverCamaraderi
e,HarmonyandAccomplishmentwithus. 

 
WelookforwardtoalongandfruitfulassociationwithyouandconfidentofmakingOmega
HealthcareatrulyworldclassandanaspirationalMNCto workfor. 

 
By accepting this offer, you agree to abide by this clause that this offer of 
employment entails Working fromOffice (WFO)effective15thApril 2022. 
WiththisarrangementwelookforwardinextendingourBestWelcome,InductionandTra
ininginmakingyousuccessfulandexperienceourcultureandteamspirit. 

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

 
Your offer and subsequent appointment will be governed by the terms and 
conditions of employmentpresented in the enclosed Annexure A. You will also be 
governed by rules and regulations in vogue that maychangefrom timeto time. 

 
At thetimeof yourjoining,thefollowingdocumentsneedto besubmitted: 



 

 

 
 SignedCopyof theOffer/AppointmentLetter 
 PhotocopyofyoureducationalHSC/Degree/Diplomavalidcertificatesandmarks

cardsinsupportofyoureducationalqualifications. 
 Relivingletter/Servicecertificate/Resignationacceptanceletterfrom 

yourpreviousemployer 
 Photocopyof yourBirthCertificate/DOB Proof 
 Copyof PANCard/Acknowledgementcopyof PANApplication 
 Copyof AADHARCard/ Acknowledgementcopyof AADHAR 
 SelfIDProof-

2Copies(Passport/DrivingLicense/Voter'sID/RationCard/PANCard/Aadhaar/
CollegeID) 

 2Referencesfor professional/ characterreferencechecks 
 Last3monthspayslipsorlatestcopyof Form 16(applicableto experiencedcandidates) 
 Residence Proof - 2 copies Permanent & Temporary (Passport /Driving 

License/ Voter's ID / RationCard/ Aadhaar / Mobile Bill or Telephone Bill / 
LIC Policy / BANK Passbook/ Electricity 
Bill/GasBill/WaterBill/RentalAgreement-
(LetterfromownerorSelfDeclarationletterrequiredifit'snotinyourname) 

 Passportsizephotographs- 6Nos. 
 Post cardSizephotographs- 2Nos.(for ESI Employees) 
 ParentsDOB details.(Documentsnotrequired.Onlydateisrequiredto 

fillinnomineeforms) 
 Physical standard (Blood Group, Height, Weight - details only required for 

filling the application form.Proofnotrequired) 
Whileat Office, weattireFormallyonMondaysandSmart BusinessCasualsontheRestof 
theDays. 

 
Pleasedonothesitatetocontactus,shouldyouneedanyassistanceorinformationregar
dingyouronboarding. You are required to sign the duplicate of this Offer Letter 
and the Annexure as your acceptanceandsubmitthesameto us. 
We look forward having you as a vibrant family member of 
Omega Healthcare!Sincerely, 
For Omega Healthcare Management 
Services Pvt. Limited.VikramKumarN 
TalentAcquisition 

 
 

Encl. ANNEXURE 



 

 

Annexure 
A 

 
Terms and Conditions of Employment 

 
You shall be governed by the following terms and conditions of service during 
your employment with 
OmegaHealthcareManagementServicesPrivateLimited(hereafterreferredtoas
the"company"),andthosethat maybeamendedfrom timeto time. 

Statement of Facts 
a. The company has made the offer of employment on the basis of the bonafide 

statements and facts providedby you in your application form and Resume for 
employment. At the time of employment or duringemployment if the company 
finds the information provided to be false or misleading, it reserves the right 
totake appropriate disciplinary action against you. 

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

 
Duties 

a. During working hours, you shall use your best energies and abilities to serve 
the company faithfully. 
Youshallcomplywiththerules,regulationsandproceduresasnotifiedbythecompa
nyintheletterandspirit, 

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

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

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

 
Place of Work 

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

 
Hours of Work 

a. The working day shall comprise of 9.00 working hours inclusive of 30 minutes 
of Lunch break and 30minutes for 2 Tea breaks.You may be required to work 
on shift as assigned. The shifts may be scheduledacross 24 hours a day, 7 
days a week and 365 days a year. The shift timings may change from time to 
timeon which your reporting officer will notify you in advance. 

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

 
Leave and Vacation 

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



 

 

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

Conduct 
a. You shall at times, maintain exemplary conduct and decorum. You shall 

uphold honesty and integrity in allyour actions. 
b. You shall, honor and comply with all Rules and Regulations of the Company 

and statutory requirements, inletter and spirit. 
 

Confidentiality 
a. You shall maintain utmost secrecy with regard to confidential and proprietary 

information relating to thecompany. This information includes and is not 
limited to trade secrets, technical processes, finances, anddealings with 
information relating to suppliers, employees, agents, distributors and 
customers. 

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

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

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

e. You shall maintain utmost confidentiality with regard to your compensation 
and benefits. You shall notdiscuss your compensation and benefits with 
anyone, but with Manager you report to. 

f. You may have to sign 
 The Non-Disclosure Agreement and Non Compete Agreement (as 

applicable) 
 The Code of Business Conduct and Ethics 
 Prohibition or Disclosure or Use of Inside Information (as applicable) 

 
Separation fromthe company 

 
a. Theretirementageofthecompanyis58years.Atthetimeformallyresigningfro

mservice,youshallservethenoticeperiodof asappendedbelow: 
 

Notice 
PeriodCla
use/Band
s 

Band 
1 -
Traine
es 

Band 
1 -
Latera
ls 

Band 
2 

Band 
3 

Band 
4 

Band 
5 

Band 
6 

During 
Probation 

30 60 60 60 60 90 90 

After 
confirmation 

60 60 60 60 60 90 90 

 
b. WhenyouresignformallyfromtheserviceoftheCompany,theCompanymayso

lelyatitsdiscretion,Permityouto payupfor thenoticeperiodinlieufor theun-
servednoticeperiod. 

c. Youwillnotbeentitledtosuchnoticeperiod,IftheCompanyterminatesyourserv
icesduetomisdemeanor,unsatisfactoryperformanceoranyotherdisciplinary



 

 

matter. 
 

I accepttheterms andconditionsof theCompanymentionedabove. 
 
 

Signature Name Date 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

81  Katuru Ganesh Babu 
 

Based on our discussion with you, we would like to inform you of our intent 
to offer you the role of ScholarTrainee-WorkIntegratedLearningProgram 
whichwillbein CareerBandWASE/WIMSof the organization. 
Thestackfor thisroleis detailedbelow.Do reachout tousshould youhaveany 
clarifications. 

 

Period Scholarship ESI Consolidated Scholarship* 
(INR Per 
Month) 

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

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

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

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

 
(*)Youshallberesponsibleforpaymentofallstatutorycontributions,taxes
,duesandleviesasrequired under the relevant laws including 
contributions under Employees’ State InsuranceCorporation Act (at 
0.75%of your Scholarship) as and when applicable to you. 
Suchcontributions, taxes, dues and levies where required, shall be 
deducted from your Scholarshipand benefits according to applicable 
laws and regulations. 
Kindly note this letter of intent shall be followed by a letter of appointment from 
us. 

 
Please confirm your interest to receive offer of appointmentby 
clicking on this link Click toComplete and accepting the 
contents of this communication within 15 calendar days. 
Yourconfirmationof interest is a precondition to theissuance of 
offer of appointment. 

 
Yourssincerely, 
FoWi

proLimite
d, Sunil 
Kalachar 

 

ThismessagewassenttoVenkatalla217@gmail.com.Ifyoudon'twanttoreceivethe
seemailsfromthiscompanyinthefuture,pleasegoto: 
https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
©WiproLimited,Doddakannelli,SarjapurRoad

Bengaluru560035IND 
 
 
 
 
 
 
 
 
 
 

https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
mailto:Venkatalla217@gmail.com
https://tracking.icims.com/f/a/fnoQyIoboh2Osavc4uwBQg~~/AAIB5gA~/RgRiVnwlP0RAaHR0cHM6Ly93aXByby5pY2ltcy5jb20vaWNpbXMyLz9yPUIyNTIyMDc3MzQxNyZjb250YWN0SWQ9NTM2MTI5NVcDc3BjQgpgbyX3c2BNJvfhUhdWZW5rYXRhbGxhMjE3QGdtYWlsLmNvbVgEAAAU4w~~
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g


 

 

82  Dear  Sobhila Hemalatha, 
B.Sc., Computer Science 
Pb Siddhartha College Of Arts And Science 

  
Thank you for exploring career opportunities with Cognizant Technology Solutions 
India Private Limited ("Cognizant").You have successfully cleared our initial selection 
process and we are pleased to make you an offer of employment. This offer is based on 
your profile and performance in the selection process. 

 
You have been selected for the position of Programmer Trainee 

 
During your probation period of 12 months, which includes your training program, you will 
be entitled to an Annual Total Remuneration (ATR) of INR 251,999/-. This includes an 
annual target incentive of INR 12,000 
/- as well as Cognizant's contribution of INR 19,500/- towards benefits such as Medical, 
Accident and Life Insurance. The incentive amount may vary, depending on Cognizant's 
performance and your performance. The other details about your compensation are 
detailed in Compensation and Benefits. Your compensation is highly confidential and if 
the need arises, you may discuss it only with your Manager. 

 
On successful completion of the probation period, clearing the required training 
assessments and subject to you being part of a delivery project, your Annual Total 
Remuneration (ATR) would stand revised to INR Rs.284,111/-. This includes an annual 
target incentive of INR 12,000/- as well as Cognizant's contribution towards benefits 
such as Medical, Accident and Life Insurance, as applicable. 

 
Your appointment will be governed by the terms and conditions of employment as 
presented in Employment Agreement. You will also be governed by the other rules, 
regulations and practices in vogue and those that may change from time to time. 

 
This offer of employment is subject to your fulfillment of other pre-requirements as 
detailed in this letter and other communications shared with you. 
Please note: 
23. This appointment is subject to satisfactory professional reference checks and you 
securing a minimum of 60% aggregate (all subjects taken into consideration) with no 
standing arrears in your Graduation/Post- Graduation. 
This offer from Cognizant is valid for 3 months and hence you are expected to accept or 
decline the offer through the company's online portal within this time-period. In case we 
do not receive any response from you within this time-period, this Offer shall stand 
withdrawn and will be considered as void. Any extension to the offer validity will be at the 
sole discretion of Cognizant 

 
24. 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 
mayrequest. 

 
25. Prior to joining Cognizant, you must successfully complete the prescribed 
Internship or Continuous Skill Development (CSD) program as detailedbelow: 

 
At Cognizant, we invest in skill and capability development of our campus selects even 
before they join us. This is through Cognizant Internship and Continuous Skill 
Development (CSD) program. These programs focuses primarily on technical skills 
development. You could enroll in either of these as per your college processes while in 
the final semester and continue with skill building until you join Cognizant. This forms a 
critical part of your employment with Cognizant. Your onboarding with Cognizant would 



 

 

be prioritized based on the successful completion of same. In event of non-completion of 
the Internship or Continuous Skill Development program, Cognizant may at its sole 
discretion revoke this offer ofemployment. 

 
 CognizantInternship: 

 
o) Cognizant Internship is for approximately 3 to 6 months based on business skilling 
requirements. The performance during Internship would be monitored through formal 
evaluations and rewarded with monthly stipend. The stipend details would be notified 
upon your registration forInternship. 

 
p) Interns are covered under Cognizant's calendar holidays and need to adhere with 
attendance requirements and pre-approvals are to be sought towards unavoidable leave 
or break requests from the program. 

 
 Continuous Skill Development (CSD)Program: 

 
o) CSD program is offered through a platform based engagement model combined with 
integrated skill assessment and certifications as the CSD program completion criteria. 
Upon meeting the completion criteria of the CSD program, enrolled candidates would be 
eligible for a one-time Cognizant CSD rewards post joining Cognizant. The Cognizant 
CSD reward details would be provided after your enrollment into the program. 

 
p) There would be zero tolerance to malpractices and misconduct during Internship and 
CSD engagement. Any such misconduct would lead to appropriate disciplinary action 
including the revocation of this employment offer. Cognizant reserves clauses regarding 
IT infrastructure, if applicable and access to information and material of Cognizant during 
the period and could modify or amend the Cognizant Internship and CSD program terms 
and conditions from time totime. 

 
 GenC Training Postjoining: 

 
o) Cognizant continues to invest in skill building of the entry-level talent and GenC 
training is a formal on- the-job training offered to trainees based on the business specific 
skilling needs. The terms and conditions of this training will be governed by Cognizant 
GenC programguidelines. 

 
p) The Cognizant Internship or the Continuous Skill Development (CSD) completion may 
qualify as the entry criteria to the GenC training and is used as basis towards your 
allocation toprojects/roles. 

 
We look forward to you joining us. Should you have any further questions or clarifications, 
please log into https://campus2Cognizant.cognizant.com 

 
Yours sincerely, 
For Cognizant Technology Solutions India Pvt. Ltd. 

 
Maya Sreekumar 
Vice President – Human Resources 

 
I have read the offer, understood and accept the above mentioned terms and conditions. 

 
Signature: Date: 

https://campus2cognizant.cognizant.com/


 

 

Name: Sobhila Hemalatha Designation: Programmer Trainee 

 
 
 

Compensation and Benefits 

 
 

Sl. 
No. 

Descripti
on 

Monthly Yearly 

1 Basic 6500 78,000 

2 HRA* 2600 31,200 

3 Company's contribution of PF # 1475.8928
57 

17,711 

4 Advance Statutory Bonus*** 2000 24,000 

5 Special Allowance* 5330 63,960 

6 Company's Contribution of ESI @ 3.25% of 
Monthly Gross minus statutory exclusions 

469 5,628 

 Annual Gross Compensation  220,499 

 Incentive Indication (per annum)**  12,000 

 Annual Total Compensation  232,499 

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

 19,500 

 Annual Total Remuneration  251,999 

 
As an associate you are also entitled to the following additional benefits: 

 
• Floating Medical InsuranceCoverage 
• Round the Clock Group Personal Accident Insurancecoverage 
• Group Term LifeInsurance 
• 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 GratuityAct 

 
Leave & Vacation: 

 
• From the Date of your Joining, you will be entitled with the below mentioned leaves as 
per your eligibility in line with the statutory requirements. You shall be entitled to avail the 
leaves only with prior approval from yourManager 

 
 

SI No Category of Leave No. of leave days 

1 Earned Leave 18 

2 Sick Leave 12 

3 Casual Leave 6 

 
 
• From date of joining, women associates will be entitled to maternity leave based on 



 

 

eligibility as specified in the Maternity BenefitAct 
• In addition to the above, as per Cognizant policy, you are eligible for child adoption 
leave and paternity leave by adhering to the conditions as specified in the Cognizant 
India Leavepolicy 
Provident Fund Wages: 

 
• For the purpose of computing PF Wages to Provident Fund, Pension Fund & EDLI 
Scheme, PF Wages shall be Monthly Gross Salary as per Annexure A of this letter 
excluding "Advance Statutory Bonus"&"House Rent Allowance" will be considered. This 
does not include payments made through "Special Payout". 
• Determination of PF Wages for the purpose of contribution: PF contribution shall be 
payable on the earned PF wages or PF wages as per this letter, whichever islesser 

 
Employees State Insurance: 

 
• Eligibility to ESI shall be decided by deducting the Advanced Statutory Bonus, 
Employer PF &ESI contribution from the monthly Gross Compensation (AGC/12) as per 
Annexure A of thisletter. 
• Monthly ESI contribution will be computed on total remuneration paid to an Associate 
in a particular month which includes any recurring (or) adhoc special payouts during 
themonth. 
• ESI shall be continued till end of the contribution period (Apr to Sep & Oct to Mar), if 
the Associate contributes even for one month in the said contributionperiod. 

 
* 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 

32 Choose from a bouquet of allowance orbenefits 
33 Redefine your salary structure within prescribedguidelines 
34 Optimize yourearnings 
 
** Incentive Indication: Incentive amount may be higher, lower, or nil as per the terms 
described herein. The incentive program is discretionary, subject to change, and based 
on individual and company performance. It is prorated to the duration spent with 
Cognizant India for the calendar year and will be paid to you only if you are active on 
Cognizant's payroll on the day of incentive payout. 

 
*** Advance Statutory Bonus is in line with the provisions of Payment of Bonus Act, 
1965. 

 
Note:Any statutory revision of Provident Fund/ESI Contribution or any other similar 
statutory benefits will result in a change in the Net take home salary and the Annual 
Gross Compensation will remain the same. Cognizant has made this offer in good faith 
after expending significant time and resources in the hiring process. We hope you will 
join us, but appreciate your right to pursue another path. Your formal commitment to 
joining us forms the basis of further planning and client communication at Cognizant. If 
you renege on the commitment and decide not to join us after signing the offer letter, 
Cognizant reserves the right to not consider you for future career opportunities in the 
company. We look forward to welcoming you to Cognizant. 



 

 

 
 
 

Employment Agreement – Cognizant Technology Solutions India Private 
Limited 

 
This Employment Agreement ("Agreement") is made effectiveasof between: 

 
Cognizant Technology Solutions India Private Limited, a company incorporated under the 
Companies Act, 1956 with its registered office at 5/535, Okkiam Thoraipakkam, Old 
Mahabalipuram Road, Chennai - 600096, Tamil Nadu, India; (hereinafter referred to as 
"Company" or "Cognizant" which expression shall unless repugnant to the context or 
meaning thereof, be deemed to mean and include its successors and assigns) of the 
ONE PART; 
AND 

 
Sobhila Hemalatha, 21,residingat (hereinafter 
referred to as "you", "your" or "yourself", which expression shall unless repugnant to the 
context or meaning thereof, be deemed to mean and include his/her heirs, executors and 
administrators) of the OTHERPART. 
The Company and you are, wherever the context so requires, hereinafter collectively 
referred to as the "Parties" and individually as "Party". 

 
RECITAL: 

 
WHEREAS, you desire to be employed by the Company and the Company has made an 
employment offer ("Employment Offer Letter") to you and in pursuance thereof desires to 
employ you on the terms and conditions set forth below. 

 
NOW, THEREFORE, in consideration of the mutual promises, covenants and conditions 
set forth herein, the Parties hereto mutually agree to the below mentioned terms and 
conditions governing your employment with Cognizant: 

 
102. Duties and Responsibilities 

 
v. You agree that at all times during your employment with Cognizant, you will faithfully, 
industriously, and to the best of your skill, ability, experience and talent, perform any and 
all of the duties required of your position. In carrying out these duties and responsibilities, 
you shall comply with all policies, procedures, rules and regulations, both written and 
oral, as are announced or implemented by the Company from time to time, and shall 
honour and comply with all rules and statutory requirements under applicable law as 
amended from time to time, in letter andspirit. 
w. Your unprofessional behavior or misconduct in violation of Cognizant's Code of 
Business Ethics and/or other organizational policies shall entitle the Company to take 
appropriate disciplinary action(s) including termination of youremployment. 
x. You shall, at all times, maintain satisfactory performance and upskill yourself in 
accordance with the business requirements of the Company. Unsatisfactory or poor 
performance shall entitle Company to take appropriate disciplinary action(s) including 
termination of youremployment. 

 
103. Place ofEmployment 

 
You will be employed at any one of Cognizant's offices as per business requirement. The 
Company reserves the right to transfer you on a temporary or permanent basis to the 
other office locations, functions or departments within the Company and/or other affiliated 
entities and assign such other duties as may be deemed fit in the interest of the 



 

 

Company. The Company also reserves the right to require you to work remotely from 
time to time as per business needs or government mandate. 

 
104. No Alternate Employment, No Conflict,Etc. 

 
During your employment with the Company, you shall not, without the Company's prior 
written consent, directly or indirectly employ or engage with any other person, business 
or entity, whether or not for any gain or profit, irrespective of whether it is during or 
outside your hours of work in the Company.  Additionally, you are not allowed to 
undertake any other gainful employment, engagement, business, assume any public 
office or private office, honorary or remunerative position, without prior written permission 
of the Company. During your employment with the Company, you shall not directly or 
indirectly engage in any conduct in conflict with or averse to the best interests of the 
Company, as determined bythe 
Company at its sole discretion. In addition, you shall not disclose, divulge or bring on to 
Cognizant's systems or offices, your prior employer's and/or their clients' proprietary or 
confidential information, or violate any agreement or obligations that you have with them. 

 
105. Confidentiality 

 
jj. During the course of your employment with the Company, you shall have access to 
information and/or documents of the Company, its affiliates, its clients or certain third 
parties' (with which the Company has any dealings), which information and/or documents 
are private, business sensitive, confidential and/or proprietary (together, the "Confidential 
Information"). You are obliged to keep the Confidential Information as secret and must 
not, without prior and specific written permission from the Company, disclose any such 
information, received from whatever source and however you may learn it, to any person 
or thirdparty. 
kk. Any breach of your confidentiality obligations as specified above may be a cause 
for termination of your employment with the Company, besides the Company's 
entitlement to initiate legal action against you for such breach. The obligations imposed 
upon you under this clause 5 will survive even after cessation of your employment with 
theCompany. 
ll. You shall not take copies of any Confidential Information for your own purposes 
without prior permission of the Company and forthwith upon termination of your 
employment with the Company, you shall return to the Company all such copies of 
Confidential Information including but not limited to documents, records and accounts in 
any form (including electronic, mechanical, photographic & optical recording) relating to 
matters concerning the business or dealings or affairs of theCompany. 
mm. You shall not, during your employment with the Company and at all times 
thereafter, do or say anything that may cause direct or indirect damage to the business 
of the Company, its affiliates or theirclients. 
nn. You shall be governed by Cognizant's Social Media Policy and shall, at all times, 
refrain from posting potentially malicious, libelous, obscene, political, anti-social, 
abusive, and threatening messages or disparaging clients, associates, competitors, or 
suppliers or any thirdparties. 
oo. You will not make any false, defamatory or disparaging statements about 
Cognizant, its clients, or any other employees or directors, irrespective of whether any 
such statements are likely to cause damage to any such entity orperson. 
pp. The Company reserves the right to require you to sign confidentiality and non-
disclosure agreements with any clients on whose project you are being assigned on 
behalf of theCompany. 

 
106. DataProtection 

 
By signing below, 



 

 

 
jj. you hereby provide your consent to Cognizant, its affiliates and their clients for the 
holding and processing of your personal data for all purposes of the administration and 
management of your employment and/or the Company'sbusiness, 
kk. you hereby provide your consent to your personal data including any sensitive 
personal data or information being collected and the same being transferred, stored 
and/or processed by Cognizant in India and any other countries where Cognizant, its 
affiliates and their clients haveoffices, 
ll. you agree that Cognizant and its affiliates may make such data available to its 
advisors, service providers, other agencies such as pension providers, medical, 
insurance providers, payroll administrators, background verification agencies and 
regulatoryauthorities, 
mm. you have the right to amend, modify or alter your personal information. The 
Company will exercise all reasonable diligence for safeguarding your personal 
information, as has been disclosed by you. It is clarified that the obligation will not be 
applicable in case of legally required disclosures,and 
nn. you acknowledge and agree that Company may, in the course of its business, be 
required to disclose personal data relating to you, after the end of your employment to 
any group/statutory bodies/authorities as required under applicablelaw/requirements. 

 
107. Work Schedule 

 
bb. The Company's normal working hours shall typically comprise of nine (9) hours per 
day, exclusive of any applicable break, subject to the limit of daily working hours, as 
prescribed by the applicable laws. The Company may require you to work for extended 
working hours/days including weekends, depending on the project requirements, 
business exigencies and/or for conscientious and complete performance of your duties 
and responsibilities towards the Company, subject to the limit of working hours as 
prescribed by the applicable laws. Any changes made to the Company's working hours 
shall be notified toyou. 
cc. The Company may, at its discretion, vary the normal working hours or days for any 
employee or class of employees or for all the employees based on project requirements, 
Company policies and prevailing laws, as may be applicable from time to time/in 
consonance with any applicable laws for the time being in force. 
AnychangestobemadetotheaboveworktimingsordaysshallbemadebytheCompanyatitssole 
discretion and notified to you in advance. 
dd. The Company may also require you to work on a shift basis. The shifts may be 
scheduled across 24 hours a day, 7 days a week and 365 days a year. The shift timings 
may change from time to time as per any Company policy and which will be notified to 
you inadvance. 
ee. Your office timings shall be monitored by the Company through appropriate 
systems & processes, as updated from time to time and you shall ensure compliance to 
the processes and policies at alltimes. 

 
108. Background Check 

 
Your employment with Cognizant is conditional and subject to satisfactory background 
and reference  check in line with the Company's policy. An independent agency may 
conduct internal and external background checks, for which you provide your consent. 
The Company's offer of employment and/or continued employment is subject to 
satisfactory background verificationreport. 

 
The Company shall be entitled to withdraw its employment offer if the background 
verification checks reveal unfavorable results at any time. Similarly, in case if your 
background verification report is found to  be unfavorable or unsuccessful after you 
joining the Company, then the Company reserves the right to terminate your 



 

 

employmentimmediately. 
 

109. Compliance with Company Policies 
 
As a condition of employment with the Company and as part of your joining formalities, 
you are required to comply or execute the following Company agreement and attest your 
understanding and adherence to following Company policies: 

 
i. IP AssignmentAgreement 
ii. The Code of BusinessEthics 
iii. Acceptable Use Policy and Social MediaPolicy 
iv. Dress CodePolicy 

 
Additionally, you will also be governed by other applicable Company rules, processes, 
procedures and policies as may be drafted, enforced, amended and/or altered from time 
to time and which are not specifically mentioned in this Agreement. The applicable rules/ 
processes/ procedures/ policies are available on the Company's intranet and you are 
expected to go through the same carefully as a condition of your employment. For any 
clarification in relation to applicable policies, guidelines, processes, please reach out to 
your HR Talent Manager. It is your responsibility to keep yourself informed of any and all 
changes made by the Company to such policies from time to time. If at any time during 
your employment with the Company, you are found in violation of any applicable rules, 
processes, procedures or policies of the Company, the Company reserves the right to 
take disciplinary action against you, including termination your employment without 
notice period. 

 
110. Non-Compete and Non-SolicitRestrictions 

 
During the term of your employment with Cognizant and until two (2) years after the 
termination of such employment, you will not directly or indirectly, either as an individual 
on your own account or as a partner, employee, consultant, advisor, agent, contractor, 
director, trustee, committee member, office bearer, or shareholder (or in a similar 
capacity or function), (a) solicit, attempt to solicit, contact or otherwise encourage any 
employee to leave the Company's employment, (b) solicit business from competitor(s) or 
client(s) of the Company or (c) be employed or engaged with any competitor(s), or (d) be 
employed or engaged with any client(s) of the Company with whom you have interacted 
or worked in a professional capacity representing the Company during the six (6) months 
preceding the date of termination of your employment. 

 
111. Representations andWarranties 

 
By signing below, 

 
s. you warrant that your employment with the Company does not and will not violate or 
otherwise conflict with any agreement (oral or otherwise) to which you are or have been 
a party and that you possess all the requisite permits, work visas and clearances to be 
able to lawfully and rightfully employed in India with the Company under the terms of 
thisAgreement; 
t. you warrant that you have satisfactorily completed all of your obligations under any 
employment contract or other contract or agreement with any company(ies), person(s) or 
entity(ies) that previously employed or 
contractedwithyouandthatanypreviousemploymentcontractand/orrelationshipshavetermin
ated 



 

 

and/or expired prior to the effective start date of your employment at the Company and 
you have all the requisite power and authority, and do not require the consent of any 
third party to be employed with the Company; 
u. you represent and warrant that you shall not bring into Company premises or systems 
(or use in any manner) any third-party documents (regardless of media) or materials 
(including but not limited to proprietary information or trade secrets), or any such 
documents or materials of your previous employer, without written permissions/approvals 
from such previous employer or third parties;and 

v. you represent that unless authorized by the Company in writing, you shall not sign any 
contract or agreement that binds the Company or creates any obligation (financial or 
otherwise) upon theCompany. 

 
112. Indemnity 

 
You agree to indemnify and hold harmless the Company and its affiliates from and 
against any and all direct or indirect losses or damages, injury or liability for a claim of 
damage, loss or injury to person or property, suffered or sustained by Company and its 
affiliates which is attributable to you, resulting from any of your act or omission 
irrespective of whether it constitutes a breach of the terms of your employment or 
negligent performance of your duties as expected from you while in employment of the 
Company. 

 
113. Business Engagement, Learning and Development and ProjectDeployment 

 
In order to ensure that you are fully equipped to adapt to the demanding needs of our 
clients, the Company has several policies and processes relating to deployment of 
employees to projects, Career Architecture program, performance evaluation, learning 
and development/trainings and avenues of up-skilling. As a condition of your employment 
with the Company, you are responsible for upskilling yourself to make yourself eligible for 
appropriate business/client projects, thereby promoting the spirit of meritocracy and 
career development with the goal of providing world-class services to our clients. 
Therefore, you shall adhere to and meet the obligations under all such policies and 
processes, including the Associate Deployment Pool Policy and those that may be 
changed by the Company from time to time. 

 
114. Unauthorized Absence 

 
If you are absent from work for a continuous period of 3 days or as prescribed by 
applicable laws, without the prior written consent from your approving authority, it will be 
construed that you have voluntarily abandoned your employment with the Company. The 
Company shall be entitled to take appropriate disciplinary action(s) against you as per 
the Company's Job Abandonment Policy. 

 
115. Retirement 

 
You will automatically retire from employment with the Company on the last day of the 
month in which you attain the age of fifty-eight (58) years. It is hereby clarified that the 
Company reserves its right to change the retirement age at its solediscretion. 

 
116. Termination of Employment 

 
m. The Company may terminate your employment at any time with or without assigning 
any reasons by providing 90 days' advance notice to you by paying you pro rata salary in 
lieu of any notice or balance notice period. You may resign or terminate your 
employment with the Company by providing 90 days' advance notice to the Company. 
When you serve notice to resign from the employment of the Company, the Company 



 

 

may at its sole discretion, allow you to pay salary in lieu for the notice period; and/or 
adjust the vacation accumulated towards part of the noticeperiod. 

n. Notwithstanding the aforesaid or anything else to the contrary, the Company may, at its 
sole discretion, suspend, lay off, dismiss, discharge and/or terminate your employment 
with immediate effect by a notice in writing (without any notice period or salary in lieu of 
any notice period) in the event ofyour: 
• Misconduct, as provided in Misconduct and Disciplinary ActionPolicy 
• Non-adherence to Associate Deployment PoolPolicy 
• Violation of Social Media Policy or Conflict of InterestPolicy 
• Breach of integrity, or embezzlement, or misappropriation or misuse or causing damage 
to the Company' s asset/property orreputation 
• Insubordination or failure to comply with the directions given to you by persons 
soauthorized 

• Insolvency or conviction for any offence involving moralturpitude 
• Breach of any terms or conditions of the Agreement and/or Company's policies or other 
documents or directions of theCompany 
• Violation of non-disparagementobligations 

• Conduct, which is regarded by the Company as prejudicial to its own interests or to the interests of 
its client. 

 
117. Deputation, Assignment and Transfer 

 
The Company may second, depute or assign you to work with any of its affiliates or transfer your 
services to any group company worldwide. On any such secondment, deputation, assignment or 
transfer of your employment, the Company and/or affiliate may require you to sign the applicable 
Overseas Deputation / International Employment Agreement(s) of the specific country, based on the 
policies of the Company. 

 
118. Survival 

 
Clauses 5, 6, 10 and 12 and any other clauses, which by their nature are expected to survive, shall 
all survive the termination of your employment (for any reason) and shall continue to apply to you 
even after cessation of your employment with the Company. 

 
119. Dispute Resolution and Governing law 

 
The Parties shall make best efforts to settle by mutual conciliation any claim, dispute or controversy 
("Dispute") arising out of, or in relation to, this Agreement, including any Dispute with respect to the 
existence or validity hereof, the interpretation hereof, or the breach hereof. This Agreement and your 
employment with the Company shall be governed and interpreted in accordance to the laws of India 
and the courts in Chennai only shall have exclusive jurisdiction over any Dispute. Notwithstanding 
the aforesaid, the Company shall be entitled, in addition to all other remedies, to any interim relief 
including but not limited to an injunction, whether interlocutory or preliminary, restraining any breach 
of the provisions of thisAgreement. 
120. General 
This Agreement and your employment is personal to you and you cannot assign, subcontract or 
transfer your rights or obligations hereunder to any other person or entity. No delay or failure by 
Company to exercise any of its powers, rights or remedies under this Agreement or otherwise will 
operate as a waiver  of such powers, rights or remedies. If any provision of this Agreement is held by 
any competent authority to be invalid or unenforceable, the validity of the other remaining provisions 
of the Agreement shall not be affected. You shall not make any announcement concerning 
Company, its affiliates and their employees, contractors or clients without Company's prior written 
consent and you shall not use or disclose the name, trademark, domain name, service mark, logo or 
any other intellectual property of Company and its affiliates and their employees, contractors 
orclients. 
This Agreement, together with the agreements and policies of the Company, Employment Offer 



 

 

Letter (and any attachments thereto, are the exclusive and entire agreement between the Parties 
relating to its subject matter, and supersedes all prior and contemporaneous discussions, 
agreements, negotiations, representations, and proposals relating to the subject matter hereof. 
You shall be required to treat the terms of this Agreement as strictly confidential. The Company 
reserves the sole right to change any terms or conditions provided in this Agreement based on 
applicable laws or business exigencies. 

 
IN WITNESS WHEREOF, the Parties hereto have duly executed this Agreement as of the day and 
year first above written. 

 
Cognizant Technology Solutions India Private Limited Sobhila Hemalatha 

Sign:  Sign:   

Name: Name: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

83  Kocherla Naga Lakshmi 
 
Sub: Letter of Offer 

 
Thank you for exploring career opportunities with TATA Consultancy Services Limited (TCSL). You 

have successfully completed our initial selection process and we are pleased to make you an offer 

of employment. 

 
This offer is based on your profile and performance in the selection process. You have been 

selected for the position of Graduate Trainee in Grade YG. Your gross salary including all benefits 

will be `1,90,926/- per annum, as per the terms and conditions set out herein. 

 
Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 

accepted within 7 Days, this offer is liable to lapse at the discretion of TCS this offer will be 

automatically withdrawn. 

 
After you accept this offer, you will be given a joining letter indicating the details of your joining date 

and initial place of posting. The Joining letter will be issued to you only upon successful completion 

of your academic course and you meeting the TCS eligibility criteria. 

 
You will also be issued a letter of appointment at the time of your joining after completing joining 

formalities as per company policy. Your offer is subject to a positive background check. 

 

COMPENSATION AND BENEFITS 

 
BASIC SALARY 

You will be eligible for a basic salary of `7,950/- permonth.



 

 

 
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 taxguidelines. 

 
1. House Rent Allowance(HRA) 

Your HRA will be `3,180/- per month. While restructuring your BoB amount to various 

components, it is mandatory that at least 5% of monthly basic pay be allocated towards 

HRA. 

 
2. Leave TravelAllowance 

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. PersonalAllowance 

You will be eligible for a monthly personal allowance of of `0/- per month. This 

component is subject to review and may change as per TCSL's compensationpolicy. 

 
4. FoodCard 

You will be eligible for a Food Card. It can be used to purchase food items at all domestic 

VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 

Pre-Defined structure you will be eligible for a Food Card with an amount of `500/-

being credited to this card per month. However you may want to re-distribute the BoB 

amount between the components as per your tax plan, once you join TCSL. 

 

PERFORMANCE PAY 

 
Monthly Performance Pay 

You will receive a monthly performance pay of `1,500/-. The same will be reviewed on completion 

of your first Anniversary with the company and will undergo a change basis your own ongoing 

individual performance



 

 

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

 

OTHER BENEFITS  

 
Health Insurance Scheme 

TCSL brings the benefit of health insurance cover to you and your dependants under the 

company's Health Insurance Scheme(HIS). 

 
HIS offers the followingbenefits: 

 
1. BasicCover 

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 byyou. 

 
2. HigherHospitalisation 

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 

basiccoverage. 

 
ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 

salary and the differential premium will be borne byTCSL. 

 
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 expenses towards professional membership as per 

TCSL's policy. 

 

RETIRALS 

 
Provident Fund 

You will be a member of the Provident Fund as per the provisions of "The Employees Provident 

Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic salary 

every month as per the provisions of the said Act. 

 
Gratuity 

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

TERMS AND CONDITIONS 

 
1. Aggregate PercentageRequirements 

Your appointment will be subject to your scoring minimum aggregate (aggregate of all 

subjects in all semesters) marks of 50% or above (or equivalent CGPA as per the 

conversion formula prescribed by the Board / University) in the first attempt in each of 

your Standard Xth, Standard XIIth, Diploma (if applicable) and highest 

qualification(Graduation/ Post Graduation as applicable) which includes successful 

completion of your final semester/year without any pending arrears/backlogs. As per 

the TCSL eligibility criteria, marks/CGPA obtained during the normal duration of the 

course only will be considered to decide on theeligibility. 

 
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 right 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. TrainingPeriod 



 

 

You will be required to undergo class room and on the job training in the first twelve 

months (including the TCS Xperience Program as set out herein below), during which 

period you will be appraised for satisfactory performance during/after which TCSL would 

normally confirm you. 

 
This confirmation will be communicated to you in writing. If your performance is found 

unsatisfactory during the training period, the company may afford you opportunities to 

assist you and enable you to improve your performance. If your performance is still found 

unsatisfactory, TCSL may terminate your traineeship forthwith. 

 
However, TCSL may even otherwise at its sole discretion terminate the traineeship any 

time if your performance is not found satisfactory. The terms and conditions of the training 

will be governed by TCSL's training policy. TCSL reserves the right to modify or amend the 

training policy. 

 
If you remain unauthorizedly absent for a consecutive period of 3 days during the training 

program, you shall be deemed to have abandoned your traineeship and your name will 

automatically stand discontinued from the list of TCS Xperience trainees without any further 

intimation/separate communication to you. 

 
3. WorkingHours 

Your working hours are governed by applicable law. You may be required to work in shifts 

and/or over time depending upon the business exigencies as permitted by law. 

 
4. Mobility 

TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 

affiliated companies in India or outside India, on the terms and conditions as applicable to 

you at the time of transfer. 

 
5. Compensation Structure / Salarycomponents 

The compensation structure/salary components are subject to change as per TCSL's 

compensation policy from time to time at its sole discretion. 

 
6. Increments andPromotions 

Your performance and contribution to TCSL will be an important consideration for salary 

increments and promotions. Salary increments and promotions will be based on TCSL's 

Compensation and Promotion policy. 

 
7. Alternative Occupation /Employment 

Either during the period of your traineeship or during the period of your employment as a 

confirmed employee of TCSL, you are not permitted to undertake any other employment, 

business, assume any public or private office, honorary or remunerative, without the prior 

written permission of TCSL. 



 

 

 
 
8. Confidentiality Agreement 

As part of your acceptance of this appointment as an employee with TCS you are required 

to maintain strict confidentiality of the intellectual property rights protected information and 

other business information of TCS and its clients which may be revealed to you by TCS or 

which may in the course of your engagement with TCS come your possession or 

knowledge unless specifically authorized to do so in writing by TCS. This Confidentiality 

Clause shall survive the termination or earlier determination of this Appointment. The 

detailed Confidentiality related terms and conditions are set out in Annexure 3. 

 
9. Work in SBWSmode 

TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 

framework that allows seamless deployment of virtual workspaces in a secure manner that 

enables flexible working options aligned to its business objectives. You may be required to 

work either from TCS offices/TCS Client offices or from home (remote working) as per the 

requirements of the project or group you are assigned to work with and as communicated 

to you by the Unit HR or your supervisor. You are required to abide by the Policy and / or 

Guidelines issued by TCS from time to time while operating within this framework. For more 

details, please refer the Policy / Guideline document on Remote Working. 

 
It is essential that you understand the applicable Policy and / or the Guidelines of such 

flexible working and ensure adherence to TCS Security Policies/Protocols and 

Confidentiality obligations at all times. 

 
10. ServiceAgreement 

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, ifany. 

 
11. Overseas International AssignmentAgreement 

If you are on international assignment, you will be covered by the TCS India Policy-

International Assignments (from India to other Countries) from the date of placement for an 

international assignment. Accordingly, you will be required to sign the Overseas 

International Assignment Agreement/s and any other applicable related documents 

pertaining to the international assignment for which you are being placed In case of every 

international assignment that exceeds 30 days, you will be required to serve TCSL as per 

the Notice Period mentioned below. 



 

 

 
 

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 andConditions 

The above terms and conditions of employment are specific to your employment in India 

and there can be changes to the said terms and conditions in case of deputation on 

international assignments during the course of your employment. 

 
13. TATA Code ofConduct 

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. NoticePeriod 

Upon your confirmation, this contract of employment is terminable by you by giving 90 days 

notice in writing to TCSL. It is clearly understood, agreed and made abundantly clear that 

you shall have to necessarily work during the period of notice of 90 days given by you 

under this clause. However, upon your serving the notice under this clause, TCSL may 

relieve you any time during the period of notice at its sole discretion. 

 
Upon your confirmation, this contract of employment may be terminated by TCSL by giving 

you 90 days notice or payment in lieu thereof. 

 
It is understood, agreed and made abundantly clear herein that you shall have to 

necessarily work during the notice period given by TCSL under this clause, unless you are 

otherwise relieved by TCSL by giving you payment in lieu of notice. 

 
Your failure to comply with this clause will entail monetary payment of damages to TCS as 

may be determined by it at its own discretion having regard to the responsibilities 

shouldered by you while being in the employment of TCS. 

 
15. Retirement 

You will retire from the services of TCSL on reaching your 60th birthday as per the proof 

of age submitted by you at the time ofjoining. 

 
16. Pre-employment MedicalCertificate 

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. BackgroundCheck 

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 ofDocuments 

Please note that you should initiate and complete the upload of mandatory documents on 

the nextstep portal as soon as the offer letter is accepted (subject to availability of the 

documents) 

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

 
- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 

card along with other joining forms, immediately on joining. As per Indian Income Tax 

rules, the PAN number is a mandatory requirement for processing salary 

- Aadhaar Card 

- Standard X and XII/Diploma mark sheets & Certificate 

- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 

Graduation 

- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 

Postgraduate) 

- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 

Srilankan Refugee, a Refugee Identity card along with Work Permit is required 

- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English 

- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple 

names, signature affidavits, 

address affidavits etc.) 

- Passport / Acknowledgement letter of passport application 

- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months 

- 4 passport sized photographs 

- Medical Certificate (Should be made on the format provided by TCS along with the 

Joining letter) 



 

 

- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format 

provided by TCSL) stating : 

*There is no criminal offence registered/pending against you 

*There is no disciplinary case pending against you in the university 
 

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

employer 

 
 

The original documents will be returned to you after verification. 
 

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

documents 

 
*PAN Card (Permanent Account Number) 

*Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship) 

*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 

ongoingprocess. 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 fromyou. 

 
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 ofAppointment 

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 theCompany 

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 internalportal/Ultimatix. 

 
23. Compliance to allclauses 

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 

successfullywouldentitleTCSLtowithdrawthisofferletteranytimeatitssolediscretion. 

 
24. Data PrivacyClause: 

(a) Your personal data collected and developed during recruitment process will be 

processed in accordance with the TCS Data Privacy Policy. The personal data referred 

therein are details related to contact, family, education, personal identifiers issued by 

government, social profile, background references, previous employment and experience, 

medical history, skillset, proficiency and certifications, job profile and your career 

aspirations. 

 
(b) It will be processed for various organizational purposes such as recruitment, 

onboarding, background check, project assignment, performance management, job 

rotation, career development including at leadership level, diversity and inclusion 

initiatives, global mobility, wellness program, statutory and legal requirements and 

specificorganizationalinitiativesinforceduringyourtenureinTCS. 

 
(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 

processed for various legitimate purposes. All of it will be processed with compliance to 

applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 

processing, you will be provided with appropriate notice and/or explicit consent might be 

obtained from time totime. 

 
(d) For the purposes mentioned above, your required PI may be shared with specific 

vendor organizations who provide services to TCS, e.g. background check, 

healthinsurance, counselling, travel, transport and visa, payroll services, associate 

engagement activities, and financial and taxationservices. 

 
(e) As TCS is a global company, your PI may be shared with entities outside India, limited 

for the purposes mentioned above and/or in this offerletter. 

 
(f) In case of oversees deputation, available privacy rights would be governed as per 

regulatory provisions and / or TCS policies/notice provided applicable at your overseas 

location. 



 

 

 
 
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, 

 

 

For TATA Consultancy Services Limited 

 

Girish V. Nandimath 

Global Head Talent Acquisition & AIP 

 
 

 
Encl: Annexure 1: Benefits and Gross Salary 

Annexure 2: List of TCS Xperience Centres 

Annexure 3: Confidentiality and IPTerms 

 

 
 
 
 
 
 

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=iq8i94pZZ4FZ30xUpipFqLq699pZpFpFpLpFx6x4p6pFiT8i646693pZFFFFix8i4L44qTq6bqL


 

 

84 Kanagala Kranthi Priya 
Based on our discussion with you, we would like to inform you of our intent to offer you 
the role of ScholarTrainee-WorkIntegratedLearningProgram whichwillbein 
CareerBandWASE/WIMSof the organization. 

Thestackfor thisroleis detailedbelow.Do reachout tousshould youhaveany clarifications. 

 

Period Scholarship ESI 
Consolidated Scholarship* 
(INR Per 
Month) 

First year 15000 488 15,488/- (*) 
Second year 17000 553 17,553/- (*) 
Third year 19000 618 19,618/- (*) 
Fourth year 23000 0 23,000/- (*) 

 

(*)Youshallberesponsibleforpaymentofallstatutorycontributions,taxes,duesandle
viesasrequired under the relevant laws including contributions under 
Employees’ State InsuranceCorporation Act (at 0.75%of your Scholarship) as 
and when applicable to you. Suchcontributions, taxes, dues and levies where 
required, shall be deducted from your Scholarshipand benefits according to 
applicable laws and regulations. 
Kindly note this letter of intent shall be followed by a letter of appointment from us. 

 
Please confirm your interest to receive offer of appointmentby clicking on 
this link Click toComplete and accepting the contents of this 
communication within 15 calendar days. Yourconfirmationof interest is a 
precondition to theissuance of offer of appointment. 

 
Yourssincerely, 
FoWiproLimite

d, Sunil Kalachar 

 

ThismessagewassenttoVenkatalla217@gmail.com.Ifyoudon'twanttoreceivetheseemailsfr

omthiscompanyinthefuture,pleasegoto: 

https://wipro.icims.com/icims2/?r=B25220773417&contactId=5361295 

 
©WiproLimited,Doddakannelli,SarjapurRoadBengaluru560035IND 
 

30th September  2021 

 
 
 

https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
https://tracking.icims.com/f/a/fj0QG9mB-OfdI5RLaweyFQ~~/AAIB5gA~/RgRiVnwlP0REaHR0cHM6Ly93aXByby5pY2ltcy5jb20vZm9ybXM_Zm9ybT1MT0lfQWNjZXB0YW5jZV9DYW1wdXMmaXRlbT0zOTY3NjdXA3NwY0IKYG8l93NgTSb34VIXVmVua2F0YWxsYTIxN0BnbWFpbC5jb21YBAAAFOM~
mailto:Venkatalla217@gmail.com
https://tracking.icims.com/f/a/fnoQyIoboh2Osavc4uwBQg~~/AAIB5gA~/RgRiVnwlP0RAaHR0cHM6Ly93aXByby5pY2ltcy5jb20vaWNpbXMyLz9yPUIyNTIyMDc3MzQxNyZjb250YWN0SWQ9NTM2MTI5NVcDc3BjQgpgbyX3c2BNJvfhUhdWZW5rYXRhbGxhMjE3QGdtYWlsLmNvbVgEAAAU4w~~
https://www.google.com/maps/search/Doddakannelli%2C%2BSarjapur%2BRoad%2BBengaluru%2B560%2B035%2BIND?entry=gmail&source=g


 

 

85 Gona Katyayini 

 



 

 

86 Paladugu Srujana 

EMPLOYMENT OFFER LETTER 
 
 

 
Capgemini Ref: 5974995/1376476, 
 

05/30/2022, 

SRUJANA PALADUGU. 
 

Door no - 4-3-1, Khazipeta, Guntupalli, Vijayawada, Krishna (Dt), 

Andhra Pradesh - 521241 Bangalore, Karnataka 
India. 
 
 

 

Confidential 
 

Dear SRUJANA PALADUGU, 

 

Pursuant to our discussions, we are pleased to offer you employment opportunity, on probation basis, with Capgemini Technology Services India Limited ('Capgemini' 

or 'Company') starting from 05/31/2022 (or such other date as may be communicated to you by the Company), as per details given below 

 

A) Your current designation will be Senior Analyst/A5. 

 

B) You will be required to work at the Company's offices in Bangalore. 

 

C) You have to report by 8:30 am at Bangalore office, for joining formalities and contact security at the main gate for your entry pass at: 

 

Address 

164-165, EPIP Phase II, 

EPIP Industrial Area,Whitefield, Bengaluru 560066 
 

Please note that your name mentioned in the offer letter will be used to create your employee records in Capgemini 

& the same will be continued for all the communication & Company documentation purpose. In case you need a 

change in the name; please contact your recruiter before your DOJ. Please note that post joining, no changes can 

be made. The name provided by you should match with the documents submitted to the Company at time of joining, 

such as Education certificate, Experience letters, Relieving letters, PAN card, Passport, etc. 

 

D) Your all-inclusive annual target compensation (on a cost to company basis) will be INR 410,006.00 (Rupees Four Lakh Ten Thousand And Six Only) which 

would comprise your salary, applicable statutory benefits, bonus, if any, and/or any - skill allowance payout as applicable to you. Your compensation shall be paid 

on a monthly basis, in arrears. The Company shall deduct tax at source at the time of making payment. 

 

The breakup of your all-inclusive annual target compensation is as follows: 



 

 

Senior Analyst 
 

Total Cost to Company (CTC). Rs.410,006.00 

 
Monthly Components Per Month Annualized 

Basic Rs.15,000.00 Rs.180,000.00 

House Rent Allowance Rs.9,000.00 Rs.108,000.00 

Other Allowances and Reimbursements – 1 # Rs.2,307.00 Rs.27,684.00 

Other Allowances and Reimbursements – 2 + Rs.1,255.00 Rs.15,060.00 

Advance Statutory Bonus Rs.3,149.00 Rs.37,788.00 

Gross monthly salary Rs.30,711.00 Rs.368,532.00 

Statutory payments ++   

Capgemini's contribution to PF * Rs.1,800.00 Rs.21,600.00 

Gratuity (accrual only)  Rs.8,664.00 

Total Fixed Compensation  Rs.398,796.00 

Total Cash Compensation  Rs.398,796.00 

Benefits   

Medical, Accident & Life Insurance Premium  Rs.11,210.00 

Total Cost to Company  Rs. 410,006.00 

# You need to choose any of the following optional instruments that are a part of the Other Allowance & 

Reimbursements – 1 to avail tax benefits. Balance amount that is not claimed will be paid as taxable component 

on monthly basis after withholding taxes. 
 

Other Allowance & Reimbursements - 1 Annualized 

Remote Working Allowance 19,800.00 

Books and Journals 24,000.00 

Professional Pursuit 180,000.00 

Conveyance Allowance 63,600.00 



 

 

 

+ You may choose any of the following optional instruments that are a part of the Other Allowances and 

Reimbursements – 2 to avail tax benefits. Balance amount that is not claimed will be paid as taxable personal allowance 

on monthly basis after withholding taxes. 

 
 

Other Allowance & Reimbursements - 2 Annualized 

Leave Travel Assistance 60,000.00 

Meal Card 26,400.00 

Vehicle & Driver Reimbursement 21,600.00 

Note: 
1. The payroll processing will be as per Company policy notified from time to time. 

2. Employees should decide on the Other Allowances and Reimbursements (OAAR) at the time of joining; any changes will be accepted as per 
Company policy applicable from time to time. 

3. For claiming tax benefit in case of admissible allowances and reimbursements (e.g. Leave Travel Assistance, Vehicle and Driver Reimbursement etc), 
you will have to submit supporting (bills) to the Company's satisfaction along with the reimbursement claim form in the prescribed format and within 
the timeline stipulated by the Company. The reimbursements will be processed as per the applicable Company's policies, which are subject to change 
without notice. The payments described above will not be further grossed up for taxes and you will be responsible for the payment of all taxes due with 
respect to such payments, which will be deducted at source as per the applicable law. In case of any under-withholding, you shall be responsible to 
pay the necessary tax and any interest/penalty thereon. 

4. In cases where Permanent Account Number (PAN) is not produced, highest tax rates will apply to all amounts on which tax is deductible at source 
under the applicable tax law. 

5. The Company reserves the right to change the compensation structure and/or the compensation components from time to time. 

++ These statutory payments are included based on current applicable practice and law and are subject to 
changes based on changes in law from time to time. Also, please further note, that any changes / 
modification to statutory payments, due to change and/or amendment in law, shall not be treated as 
change in service condition(s) and therefore no notice of such change will be provided to you. However, 
Company shall endeavor to inform you, via separate email communication, about any changes/ 
modification to statutory payment. 

* Employee's contribution towards PF will be made from the monthly salary as defined by Law. 

The Benefits (Accidental & Medical as applicable) amount has been arrived at by considering the maximum 
eligibility under each of the components. 

# All components under Other Allowance and Reimbursement - 1 will be paid along with monthly salary. Tax 
benefit as per proof submission will be passed into tax liability calculation basis bills submission. 

+ This is the maximum limit you are eligible for. You may choose any of the optional components under 
'Other Allowance & Reimbursements -2' Nontaxable components (except Meal Card) would be paid 
based on a voluntary claim by employee through payroll. Taxable component would be paid on a monthly 
basis. All payments will be based on Company's policies. 



 

 

E.)   The following elements are included in the compensation package stated above: 

1. Provident Fund- You will be covered under the Capgemini Technology Services India Limited Employees' Provident Fund (PF) scheme wherein, the 
Company will contribute towards PF at the statutory rate as may be defined by the government from time to time. Your contribution and the Company's 
contribution have been included as a part of the above-mentioned compensation. 

2. Gratuity- Gratuity shall be paid as per the Payment of Gratuity Act, 1972. 

NOTE: 

a.)    All statutory payments are demonstrated based on current applicable practice and law and may be 

subject to changes based on changes in law from time to time. Further, any changes/modification to 

statutory payments, due to change and/or amendment in law, shall not be treated as change in service 

condition(s) and therefore no notice of such change will be provided to you. However, Company shall 

endeavor to inform you, via separate communication, about any changes/modification to statutory 

payment and consequent changes to the statutory deductions from your salary, if any. 

F.)    As an employee of the Company, you shall be entitled to the following benefits subject to any change made by the 
Company from time to time: 

1. Group Medical Insurance- In accordance with the Company's policy, you and your immediate family (as defined in the Company's policy) shall be 
covered under the Medical Insurance policy held by the Company. Additionally, if you are required to travel abroad, you may be covered under the 
Company's Overseas Medical Insurance Policy. 

2. Group Personal Accident Insurance- You shall be covered under the Personal Accident Insurance Policy held by the Company. 

3. Group Term Life Insurance- You shall also be covered under the Group Term Life Insurance Policy held by the Company. 

4. Transport Facility- Bus transport facility may be available, by paying nominal charges as per Company's policy, on various routes at different Company 
locations. If you opt for the facility, the applicable charges will be deducted from your salary in the monthly payroll. 

5. Annual Leave/Public Holidays- You will be eligible for annual leaves and public holidays as determined by the Company's Leave Policy which is 
subject to change from time to time. 

If you become indebted to the Company for any reason, the Company may, if it so elects, set off any sum due to 
the Company from you against the compensation payable to you and collect any remaining balance from you. 

G.)   Probationary Period: 

1. You will be on probation for a period of six months from your date of joining the Company and continuity of your employment with the Company is 
dependent on confirmation of your employment. The Company reserves the right to revise the probation period depending on your performance and/or 
other consideration. 

2. At any time during your probation period the Company may confirm your employment by way of a written communication, if your performance is found 
to be satisfactory. Your probation shall be deemed extended, for a period not exceeding 30 days, in a situation where you do not receive the aforesaid 
written communication from the Company. 

H.)    Performance Review: You will be eligible to participate in Company's performance 

review process as per Company policy. I.) Conditions of hire: 

1. Your employment with the Company will be subject to the following pre-conditions: 

a.) You will submit relevant documents as mandated by the Company. 

b.)   You obtain requisite certification or complete mandated assessments which are basis for offering you 

employment opportunity with the Company. c.)  You obtain a clear discharge and/or relieving letter from 

your most recent employer (prior to joining the Company). Nevertheless, you must submit 

a clear discharge and/or relieving letter within forty-five (45) days of joining the Company. 

d.)    You represent that acceptance of employment with the Company does not breach any 

terms/provisions of your previous employment agreement or any other agreement to which you are 

bound. 

e.) You acknowledge that the Company has offered you employment based on the fact that there are no 

pending claims, actions, suits or proceedings against you which might reasonably be expected to 

have an adverse effect on your ability to perform your duties hereunder and/or upon the Company 

f.)   You provide two satisfactory references, one being from your most recent employer(s) (prior to joining 
Capgemini). 

g.) Your background verification check (including residential address(es), academics & professional 

Degree/Diploma & Certifications, previous employment(s), criminal background etc. as applicable) 

conducted by the Company is cleared; and 



 

 

h.) You represent that you have not been involved in any fraud, unethical and/or immoral acts, 

departmental inquiry in your previous employment(s) and/or been part of any pending investigation 

(whether judicial, quasi-judicial or otherwise) which you have not disclosed from the Company prior to 

your joining. 

 

2. Your employment is inter alia based on the information furnished by you to the Company including declarations and undertakings thereto. If at any time 
during your employment with the Company, the Company discovers that you have furnished any false, fake, forged information (including 
documentation) for securing employment with the Company or otherwise failed to disclose any information about your past employment, the Company 
reserves the right to take disciplinary action against you, including, but not limited to, right to terminate your employment without notice and your 
employment with the Company will be void ab-initio. 

J.) Your employment with the Company will also be governed by the 'Terms and Conditions of Employment' contained in Exhibit 1 attached hereto. 

You are required to treat this letter and its contents as strictly confidential and should not disclose the same to any 
person or entity (except to your advisors, attorneys and accountants, for seeking their advice) without our prior 
written consent. 
 

At Capgemini, one of our goals is to afford all our people the opportunity to pursue their careers, to achieve their 
personal best, and to balance their personaland professional goals. Capgemini values your abilities and believes it 
can provide you with an atmosphere in which you can develop your professional talents to the fullest. 

As a token of your acceptance of our offer of employment with the Company, please sign in the space provided 
below and return a duplication version of this letter immediately to us within fifteen (15) days from the date of this 
letter. Our offer shall automatically lapse unless (i) you confirm your acceptance of it and return a copy to us within 
the prescribed time and (ii) you join us on or before your date of joining stated in this Employment Offer Letter. 

For Capgemini Technology Services India Limited 
 

 

Anil Kumar Singh 

Head - Talent Acquisition & 

Resourcing Acceptance 

I have read and understood the contents of this Employment Offer Letter and Exhibits hereto (hereinafter 'Letter') 
and accept all the terms and conditions of this Letter in its totality. I confirm that there are no other oral/written 
understandings other than as detailed herein between me and Capgemini Technology Services India Limited. 

This Letter supersedes all previous agreements (written or oral) between the parties in relation to the subject-
matter. I confirm that I am not breaching any terms or provisions of any prior agreement or arrangement by 
accepting this offer. 
 

Name: SRUJANA PALADUGU 

Date: 05/30/202



 

 

EXHIBIT 1 
 

Terms & Conditions of Employment with Capgemini Technology Services India Limited 

 

1. CURRENT WORK LOCATION: 
 Capgemini Technology Services India Limited (''Capgemini'' or ''Company'') may require you to work at other Company locations and/or on customers' sites 
both, within or outside India. The Company shall seek to give you reasonable notice of extensive travel requirements, and to take into account your personal 
circumstances where appropriate. 

 Depending upon exigencies of business you may be transferred/deputed, at Company's sole discretion, within India or outside by the Company in any capacity 
as the Company may desire from time to time, from: 

a) one location to another; or 

b) one team/department/account/function/Business Unit to another; or 

c) one project/job to another; or 

d) the Company to any other group entity or affiliate or any other business associate as the Company may deem appropriate from time to time. 

 Such transfer/deputation/assignment/relocation shall not entitle you to ask for revision in your salary or any terms or conditions of your service. The Company 

does not guarantee the continuation of any benefits or perquisite at the new location. In all such cases of transfer/deputation/assignment/relocation you will be 

governed by the relocation policies and policies of the Company existing at that time. Consequent to such transfer/deputation/assignment/relocation, you will be 

governed by the terms and conditions of service as applicable to your category of employees in the new location (which includes but is not limited to office 

days/hours and holidays). 

2. DUTIES AND RESPONSIBILITIES: 

 You shall devote your skill, knowledge and working time to the conscientious performance of your duties and responsibilities towards the Company. You shall 

perform your duties with diligence, devotion and discretion. You shall comply with all directions given to you by your reporting manager/supervisor and shall faithfully 

observe all the rules, regulations and Company policies. Further, the Company may, at any time, in its sole discretion, suitably modify your roles, responsibilities 

and duties. 

3. COMPENSATION: 

 Your all-inclusive annual target compensation and corresponding details are provided in the Employment offer letter. 

4. TRAINING: 

 During the term of your employment, the Company may offer you an opportunity to undergo certain specialized training, certification and/or skill upgradation 

from time to time, which shall inter alia enhance your career opportunities at the Company and otherwise. In case you accept the Company's offer for training,the 

Company is likely to incur expenses including in relation to training costs, course fees, recruitment and induction costs, salary and benefits during training period, 

opportunity loss, etc. Depending on the nature of training/certification and corresponding cost and expenses, the Company may require you to execute training 

agreement with the Company for a specific period (which will be indicated to you at that time) in consideration of the cost the Company would be incurring for 

such training/certification. Under such training agreement, you shall agree to inter alia serve a minimum term of employment with the Company, failing which you 

will be required to reimburse the Company for the cost of training/certification identified in the training agreement and any other costs related to the 

training/certification. 

5. COVENANTS AND REPRESENTATIONS: 
 You also agree that during the term of your employment with the Company and for twelve (12) months after the cessation of employment, regardless of the 
reason of cessation of employment, you will not: 

a) directly or indirectly, on your own behalf or on behalf of or in conjunction with any person or legal entity, recruit, hire, solicit, or induce, or attempt to recruit, 

hire, solicit, or induce, any employee of the Company with whom you had dealings, personal contact or supervised while performing your duties or 

otherwise, to terminate their employment relationship with the Company. 

b) directly or indirectly, solicit or attempt to solicit business, customers or suppliers of the Company or of its affiliates. 

c) directly or indirectly, solicit or attempt to solicit or undertake employment with any client of the Company or any organization where you have been taken or 

sent for training, deputation or secondment or professional work by the Company; and 

d) provide or attempt to provide professional services similar to those provided by the Company to its current or prospective customers, with whom you (i) 

had business interactions or any other dealings on behalf of the Company during your employment with the Company and/or (ii) had been directly 

associated with the customer in relation to a project. 

 You and the Company acknowledge and agree that the duration and scope of the Covenants contained herein are fair and reasonable. Accordingly, you and 

the Company agree that, in the event that any of the covenants contained herein are nevertheless determined by a judicial or quasi-judicial body to be 

unenforceable because of the duration or scope thereof, the judicial or quasi-judicial body making such determination may reduce such duration and/or scope to 

the extent necessary to enable such judicial or quasi-judicial body to determine that such covenant is reasonable and enforceable, and to enforce such covenant 

as so amended. 



 

 

 You will also be governed by all applicable rules, processes, procedures, and policies (including but not limited to Information Security Management System 

(ISMS) policies and procedures, Code of Business Ethics of the Company, which are not specifically mentioned in this Letter. The applicable 

rules/processes/procedures/policies are available on the Company's Intranet and you are expected to go through the same carefully. For any clarification in 

relation to applicable rules/processes/procedures/policies, please get in touch with concerned department. If at any time during your employment with the 

Company, you are found in violation of any applicable rules, processes, procedures, or policies of the Company, the Company reserves the right to take 

disciplinary action against you, including right to terminate your employment without notice. 

 Capgemini prides itself as a company with the highest order of ethical conduct in its dealings with employees, customers, service provider, agents, 

governments or any other third party. It is important that you fully understand this philosophy and the relevant policies. If at any time during your employment with 

the Company, you are found to be in violation of such policy and/or generally accepted ethical/moral standards, the Company reserves the right to take 

disciplinary action against you, including right to terminate your employment without notice. 

 You declare that you are medically fit to carry out the duties expected of you by the Company. You represent that you have no communicable disease and you 

are not addicted to drugs or any other substance of abuse. During the term of your employment with the Company, you are required to be medically fit to perform 

the duties assigned to you from time to time. As to whether you are medically fit, is an issue which will be professionally determined by the Company and you shall 

be bound by such determination. The Company may require you to undergo periodical medical examination as and when intimated to you by the Company. 

 You represent that you are not in breach of any contract with any third party or restricted in any way in your ability to undertake or perform your duties towards 

the Company. You covenant that you will be fully responsible for any personal liabilities that may arise as the result of an agreement or arrangement between you 

and any third party and that the Company will in no way be concerned with such liabilities. 

 You will at all times maintain your ability to be employable and in the event of any change in your personal circumstances resulting in possible alteration to the 

employability status, you will keep the Company informed in writing about such change. 

 During your employment with the Company, to meet the exigencies of business, the Company may require you to (i) work on any project that you are assigned 

to, on any technical platforms/skills and nature of the project or (ii) work night hours or (iii) work in shifts (including night shifts). 

 Regardless of any secondment to any of the Company's affiliated entity/business associate/joint venture or where you may be required to work overseas for any 

such entity for an extensive period, you shall at all times remain an employee of the Company exclusively and shall not be entitled to any such foreign salary or 

benefits (including medical insurance, green card sponsorship, etc.) payable or applicable to employees of such other Capgemini entities other than the salary and 

benefits specified in the Employment Letter and/or the salary and benefits that may be determined by Capgemini and communicated to you in writing. 

 Unless specifically authorized by the Company in writing, you shall not sign any contract or agreement that binds the Company or creates any obligation 

(financial or otherwise) upon the Company. You shall also not enter into any commitments or dealings on behalf of the Company for which you have no express 

authority nor alter or be a party to any alteration of any principle or policy of the Company or exceed the authority or discretion vested in you without the previous 

sanction of the Company. 

 During the period of employment, you agree not to draw, accept or endorse any cheque or bill on behalf of the Company or, in any way, pledge the Company's 

credit except so far as you may have been authorized by the Company to do so, either generally or in any particular case. 

 During the term of your employment, you shall not communicate with the media or with journalists in relation to the Company or its affairs, without obtaining a 

specific prior written permission from the Company. 

 You acknowledge and provide your consent vide Consent Letter for use of personal information including Sensitive Personal Data or Information (''SPDI'') to 

the Company (a) to share your sensitive personal data or information about you and/or your dependents (wherever applicable) provided to the Company with third 

parties for purposes deemed appropriate by the Company from time to time; (b) to share information about you with affiliates of the Company for administrative 

purposes/audit and with clients/prospects in relation to any staff augmentation requirements; (c) to treat any personal data to which you have access in the 

course of your employment strictly in accordance with Company policies and not using any such data other than in connection with and except to the extent 

necessary for the purposes for which it was disclosed to you. You further acknowledge and consent for use of your personal images and voices in marketing 

material, videos, etc; and confirm that you have read and understood the Company's Privacy Policy in relation to the collection, processing, use, storage and 

transfer of SPDI and you agree to the terms thereof. 

 You agree to comply with all laws, ordinances, regulations applicable in relation to your employment with the Company including but not limited to the anti- 

corruption laws, anti-bribery laws such as Prevention of Corruption Act, 1988 of India, the Foreign Corrupt Practices Act, 1977 of the United States and the 

Bribery Act 2010 of the United Kingdom and/or data privacy laws. Without limiting the generality of the foregoing, you represent and covenant that you have not, 

and shall not, at any time, during your employment with the Company, pay, give, or offer or promise to pay or give, any money or any other thing of value, directly 

or indirectly, to, or for the benefit of: (i) any public servant, government official, political party or candidate for political office; or (ii) any other person, firm, 

corporation or other entity, with knowledge that some, or all of that money, or other thing of value will be paid, given, offered or promised to a public servant, 

government official, political party or candidate for political office, for the purpose of obtaining or retaining any business, or to obtain any other unfair advantage, 

in connection with the Company's business. 



 

 

 You hereby represent to the Company that: 

a) you are legally permitted to reside and be employed in India. 

b) you have reviewed these terms and conditions and that you understand the terms, purposes and effects of the same. 

c) you have accepted these terms and conditions only after having had the opportunity to seek clarifications. 

d) you have not been subjected to duress or undue influence of any kind to accept these terms and conditions and these terms and conditions will not impose 

an undue hardship upon you. 

e) you have accepted these terms and conditions of your own free will and without relying upon any statements made by the Company or any of its 

representatives, agents or employees; and 

f) you have all requisite power and authority, and do not require the consent of any third party to accept our offer. 

6. CONFIDENTIALITY: 

 This is a highly Confidential and Private document. You are required to maintain, at all times, the confidentiality and ensure that the contents or details of this 

Letter are not shared with anyone. 

 You are aware that in the course of your employment with the Company, you shall have access to Confidential Information. ''Confidential Information'' shall 

mean and include, but not limited to, proprietary, confidential, sensitive, personal information about inventions, products, designs, methods, know-how, 

techniques, trade secrets, systems, processes, strategies, software programs, content, data, techniques, plans, designs, programs, customer information, works 

of authorship, intellectual property rights, customer lists, employee lists and any other personally identifiable information about any employee of the Company or 

its affiliate or personally identifiable information of its customers or clients of its customers, user lists, vendor lists, content provider lists, supplier lists, pricing 

information, projects, budgets, plans, projections, forecasts, financial information and proposals, intellectual property, terms of this Letter and any other 

information which due to the nature or character of such information, any prudent person might reasonably under similar circumstances treat such as confidential 

or would expect the Company to regard such information as Confidential, all regardless as to whether such information is in written form or electronic form or 

disclosed orally before or after the date hereof. 

 You agree that you may receive in strict confidence all Confidential Information of the Company, its affiliates or its clients or prospective clients of the Company 

or its affiliates. You further agree to maintain and to assist the Company in maintaining the confidentiality of all such Confidential Information, and to prevent it from 

any unauthorized use. 

 You agree and confirm that, you will, at all times: 

a) maintain in confidence all such Confidential Information and will not use such Confidential Information other than as necessary to carry out the purpose for 

which it was shared with you. 

b) not disclose, divulge, display, publish, or disseminate any such Confidential Information to any person except with the Company's prior written consent. 

c) treat all such Confidential Information with the same degree of care that you accord to your own confidential information, but in no case less than 

reasonable care. 

d) prevent the unauthorized use, dissemination or publication of such Confidential Information. 

e) not copy or reproduce any such Confidential Information except as is reasonably necessary for the purpose for which it was shared with you. 

f) not share such Confidential Information with any third party (specifically those persons who are in the same field of activities as that of the Company or are 

in direct or indirect competition to the Company). 

g) not use such Confidential Information in any way so as to procure any commercial advantage for yourself or for any third party or in a manner that is 

directly or indirectly detrimental to the Company. 

h) neither obtain nor claim any ownership interest in any knowledge or information obtained from such Confidential Information; and 

i) not use or attempt to use any such Confidential Information in any manner that may harm or cause loss or may be reasonably expected to harm or cause 

loss, whether directly or indirectly, to the Company, its affiliates or its customers. 

 All such Confidential Information shall remain the sole and exclusive property of the Company, and no license, interest or rights (including, without limitation, 

any intellectual property rights) to such Confidential Information, or any copy, portion or embodiment thereof, is granted or implied to be granted. Nothing in this 

Letter shall limit in any way the Company's right to develop, use, license, create derivative works of, or otherwise exploit its own Confidential Information. 

 You shall be under no obligation of maintaining confidentiality of such Confidential Information as per provisions of this clause if the information: 

a) was in your possession before receiving the same from the Company pursuant to this Letter. 

b) is or becomes a matter of public knowledge through no fault of yours; or 

c) is rightfully received by you from a third party without a duty of confidentiality. 



 

 

 

 If you are served with a court or governmental order requiring disclosure of any part of such Confidential Information, you shall, unless prohibited by law, 

promptly notify the Company before any disclosure and cooperate fully (reasonable expense to be borne by the Company) with Company and its legal counsel in 

opposing, seeking a protective order or limit, or appealing any such subpoena, legal process, request or order to the extent deemed appropriate by the Company. 

 Upon cessation of your employment with the Company or on a written request of the Company, whichever is earlier, you shall return or destroy (at the 

Company's option) any part of such Confidential Information that consists of original, and copies of, source material provided to you and still in your possession 

and, if requested by the Company, shall provide written confirmation to the Company to that effect. 

 You shall not, whether during your employment and/or after cessation of your employment, for whatever reason, use, disclose, divulge, publish or distribute to 

any person or entity, otherwise than as necessary for the proper performance of your duties and responsibilities under this Letter, or as required by law, any 

confidential information, messages, data or trade secrets acquired by you in the course of your employment with the Company. 

 If you are found to be in breach of this clause, the Company reserves the right to take disciplinary action against you, including right to terminate your 

employment without notice. 

 You shall maintain the confidentiality of all price sensitive information and shall handle all such information on a strict 'need to know' basis i.e. disclose only to 

those within the Company who need the information to discharge their duty. You shall not pass on such information to any person directly or indirectly by way of 

making a recommendation for the purchase or sale of securities. Further, during your employment, you shall be subject to applicable trading restrictions e.g. when 

the trading window is closed, you shall not trade in the Company or any of its affiliates' securities during such period. 

7. INTELLECTUAL PROPERTY: 

 ''Intellectual Property Rights'' shall mean all industrial and intellectual property rights (including both economic and moral rights), including, without limitation, 

patents, patent applications, patent rights, trademarks, trademark applications, trade names, service marks, service mark applications, copyrights, copyright 

applications, databases, algorithms, manuscripts, computer programs and other software, know-how, trade secrets, proprietary processes and formulae, 

inventions, trade dress, logos, design and all documentation and media constituting, describing or relating to the above. 

 You represent that all services performed by you for the Company shall be your original work and shall not incorporate any third-party materials or work in which 

you or any third party asserts an ownership interest or Intellectual Property Right. Provided that in the event the Company is held liable or is faced with a claim for 

your violation of any Intellectual Property Rights belonging to a third party, you undertake to indemnify the Company (and/or any of its affiliates, as the case may 

be) against any and all losses, liabilities, claims, actions, costs and expenses, including reasonable attorney's fees and court fees resulting there from. 

 If at any time during your employment with the Company, you (either alone or with others) whether or not during normal business hours or arising in the scope 

of your duties of employment make, conceive, create, discover, invent or reduce to practice any invention, modification, discovery, design, development, 

improvement, process, software program, work of authorship, documentation, formula, data, technique, know-how, trade secret or any Intellectual Property Right 

whatsoever (including all work in progress) or any interest therein (whether or not patentable or registrable under copyright, trademark or similar statutes or 

subject to analogous protection) (collectively 'Developments' ) that: 

a) relates to the business of the Company (or its affiliate), or to its customers or suppliers, or to any of the products or services being developed, manufactured, 

sold or provided by the Company (or any of its affiliate) or which may be used in relation therewith. 

b) results from tasks assigned to you by the Company; or 

c) results from the use of premises or personal property (whether tangible or intangible) loaned, eased or contracted for by the Company or its affiliate, 

such Developments (including all work in progress) and the benefits thereof shall immediately become the sole and 
absolute property of the Company, as works made for hire or otherwise, and you shall immediately disclose to the 
Company, without cost or delay and without communicating to others the same, each such Development and all 
available information relating thereto (with all necessary plans and models). 

 You hereby irrevocably, absolutely and perpetually assign any and all rights (including any Intellectual Property Rights) you may have or acquire in the 

Developments and all benefits and/or rights resulting there from to the Company and its assigns without additional compensation on worldwide basis. You 

acknowledge that the salary and other payments receivable by you from the Company is adequate compensation for such assignment. You hereby waive and 

quitclaim to the Company any and all claims of any nature whatsoever that you may now have or may hereafter have in and to the Developments (including all 

work in progress). 

 All such assignment of rights shall be perpetual irrevocable, universal and shall not lapse, even if the Company fails at any time to commercially exploit any 

such Developments. Notwithstanding the provisions of Section 19(4) of the Copyright Act, 1957, any assignment in so far as it relates to copyrightable material 

shall not lapse nor the rights transferred therein revert to you, even if the Company does not exercise the rights under the assignment within a period of one year 

from the date of assignment. You hereby agree to waive any right to and refrain from raising any objection or claims to the Copyright Board with respect to any 

assignment, pursuant to Section 19A of the Copyright Act, 1957. You further agree to assist and cooperate with the Company in perfecting the Company's rights 

in any of the Developments. 



 

 

 Any assignment of copyright hereunder (and any ownership of a copyright as a work made for hire) includes all rights of paternity, integrity, disclosure and 

withdrawal and any other rights that may be known as or referred to as 'moral rights' (collectively 'Moral Rights'). If, you are deemed under applicable law to 

retain any rights in any Developments, including without limitation any Moral Rights, you hereby waive, and agree to waive, all such rights. To the extent that 

such waivers are deemed unenforceable under applicable law, you grant, and agree to grant, to the Company or its assigns the exclusive, perpetual, irrevocable, 

universal and royalty-free license to use, modify and market the Development, without identifying you or seeking your consent. 

 If you are not employed with the Company at the time when the Company requests your assistance in connection with the foregoing, the Company will pay you 

for your reasonable time expended in complying with the above terms at an hourly rate equal to the effective hourly rate at which you were paid the Company 

immediately prior to your termination as an employee. 

 Should the Company be unable to secure the signature on any document necessary to apply for, prosecute, obtain, protect or enforce any Intellectual Property 

Rights, due to any cause, you hereby irrevocably designate and appoint the Company and each of its duly authorized officers and agents as your agent and 

attorneys to do all lawfully permitted acts to further the prosecution, issuance, and enforcement of the Intellectual Property Rights or protection in respect of the 

Developments, with the same force and effect as if executed and delivered by you. 

 Notwithstanding the foregoing, you will also be bound by Capgemini's policy with respect to Intellectual Property. 

8. CONFLICT OF INTEREST: 

 During your employment, you will not, directly or indirectly, whether alone or as a partner joint venture, officer, director, employee, consultant, agent, 

independent contractor or stockholder of any company, business or other commercial enterprise: (i) engage in any business activity similar in nature to any 

business conducted or planned by the Company, or (ii) compete in any way with products or services being developed, marketed, distributed or otherwise 

provided by the Company. 

 You shall not undertake, whether directly or indirectly any full time or part time employment or operate or manage business of any kind whatsoever, so long as 

you are in employment with the Company. 

 During your employment if you become aware of any potential or actual conflict between your interests and those of the Company, then you shall immediately 

inform the Company about such conflict. Where the Company is of the opinion that such a conflict does or could exist, it may direct you to take appropriate action(s) 

to resolve such a conflict, and you shall comply with such instructions. 

 During the course of your employment, you shall not, either directly or indirectly, receive or accept for your own benefit or the benefit of any person or entity 

other than the Company any gratuity, emolument, or payment of any kind from any person having or intending to have any business with the Company. 

 To perform your duties towards the Company, you will have access to email, internet, Company assets (desktop,laptop, mobile phones etc.) and other 

Company infrastructure. You shall ensure that at all times your use of such facilities meets the ethical and social standards of the workplace. Further, your use of 

such facilities must not interfere with your duties and must not be illegal or contrary to the interests of the Company. 

9. RETIREMENT/TERMINATION: 

a.) Retirement 

(i) You will automatically retire from employment with the Company on the last day of the month in which you 
complete sixty (60) years of age. It is hereby clarified that the Company reserves it right to change the 
retirement age. 

b.) Notice Period/Termination 

(i) During the probation period, your employment with the Company may be terminated (i) by you, upon giving the Company three months' written notice or 
at the Company's discretion, payment of gross salary in lieu of notice or (ii) by the Company, upon giving you two months' written notice or payment of 
gross salary in lieu thereof. 

Upon confirmation, your employment with the Company may be terminated (i) by you, upon giving the 
Company three months' written notice or at the Company's discretion, payment of gross salary in lieu of 
notice or (ii) by the Company, upon giving you three months' written notice or payment of gross salary in lieu 
thereof. 

(ii) Notwithstanding anything to the contrary, the Company reserves the right to relieve you from services of the Company only upon your satisfactory 
handover of all the duties and responsibilities assigned to you (including but not limited to any knowledge transfer and serving the notice period 
conditions). 

(iii) Notwithstanding the aforesaid or anything else to the contrary, the Company may suspend, dismiss, discharge or terminate your employment with 
immediate effect by a notice in writing (without salary in lieu of notice), in the event of (i) fraudulent, dishonest or undisciplined conduct by you, (ii) you 
committing a breach of integrity, or embezzlement, or misappropriation or misuse or causing damage to the Company's asset/property, (iii) your 
insubordination or failure to comply with the directions given to you by persons so authorized, (iv) your insolvency or conviction for any offence involving 
moral turpitude, (v) your breach of any terms or conditions of this Letter or the Company's policies or other documents or directions of the Company, (vi) 
you going on or abetting a strike in contravention of any law for the time being in force, (vii) you conducting yourself in a manner which is regarded by the 
Company as prejudicial to its own interests or to the interests of its clients or (viii) misconduct by you as provided under the labor laws and/or in the 
Company policies. 

(iv) In the event of willful neglect or breach of any of the terms hereof or refusal on your part to carry out the lawful instructions of any authorized officer of the 
Company or being guilty of misconduct, the Company may terminate your employment forthwith without notice and with no obligation to pay you any 
compensation. 



 

 

(v) In case you absent yourself from duty continuously, without prior authorization, for ten (10) consecutive calendar days or more you shall be deemed to 
have left and relinquished the service on your own accord and such relinquishment of service shall be deemed as a repudiation of your employment. In 
such circumstances, the Company will have the discretion of (a) adjusting salary against the notice period of such abandonment and recover any 
outstanding dues towards payable to the Company; and (b) presume that you have voluntarily abandoned the services of the Company and strike off your 
name from the Company's payroll. 

c.) Effects of Cessation of Employment 

(i) Upon cessation of your employment with the Company (whether by virtue of termination/resignation/retirement), you will immediately return to the 
Company all of the Company's Confidential Information, tools, assets, accessories, formulae, documents, specifications, books etc. in your custody, care 
of charge and obtain clearance certificate from the relevant person/office/department, on production of which alone your dues, if any, will be settled by the 
Company, failing which the Company reserves the right to adjust the dues against any amounts payable to you or separately claim the same from you or 
use available legal remedies to recover the assets or any other amount due to the Company. 

(ii) If any Letter of Authority or Power of Attorney is issued to you, you will undertake to return it on demand or immediately upon cessation of your 
employment with the Company. 

(iii) Upon cessation of your employment with the Company, the Company may require you to sign appropriate release terms without any additional 
compensation. 

10. LIMITATION OF LIABILITY AND INDEMNITY: 

 Neither party shall be liable to the other party for any indirect, incidental, contingent, consequential, punitive, exemplary, special or similar damages, including 

but not limited to, loss of profits or loss of data, whether incurred as a result of negligence or otherwise, irrespective of whether either party has been advised of the 

possibility of the incurrence by the other Party of any such damages. 

 The Company's liability arising out of or in connection with this Letter, whether based in contract, tort (including negligence and strict liability) or otherwise, shall 

not exceed the amount paid by the Company to you for a period of three (3) months preceding the cause of action. 

 Notwithstanding anything to the contrary contained herein, you shall indemnify and keep indemnified the Company, its directors, officers and employees from 

and against all claims, demands, actions, suits and proceedings (including any losses, damages, costs, charges and expenses), whatsoever that may be brought or 

made against the Company by any third party as a result of any act or omission, non-performance or non-observance by you of any of the terms and conditions of 

this Letter and/or arising from your failure to comply to any statute or enactment/s (including but not limited anti-bribery laws and data protection laws). 

11. MISCELLANEOUS: 

 Notice: All notices to you in relation to your employment shall be in writing and in English language and shall be served either by hand delivery or by sending 

the same by registered post or by email (as per Company records) or by courier or by speed post addressed to the address mentioned hereinabove. It will be 

your responsibility to inform the Company of any change in your address and contact details including telephone numbers, personal email addresses etc. 

All notices to the Company in relation to your employment shall be in writing and in English language and shall be 

served either by hand delivery or by sending the same by registered post or by courier or by speed post addressed 

to the Company's office address referred in the Employment Letter or by email with a physical copy by any of the 

abovementioned ways. 

 Severability: The parties acknowledge and agree that if any of the provision of this Letter is deemed invalid, void, illegal, and unenforceable that provision 

stands severed from this Letter and the remaining provisions of this Letter shall remain valid and enforceable. 

 Publicity: You shall not use the name and/or trademark/logo of Capgemini, its group companies, subsidiaries or associates before media (irrespective of the 

form whether print, audio visual, electronic etc.) in any other manner which is detrimental to the interest, image and goodwill of the Company and its affiliates 

without prior written consent of the Company. In the event you intend to share/disclose article which includes any information about the Company or its 

affiliates/customers for possible publication or dissemination outside the Capgemini group, you agree to inform the Company and obtain its prior written consent 

on the article you wish to disclose. Further, you agree to make such modifications/deletions/revisions to the article as are requested by the Company to protect its 

property/interest/reputation. 

 Non-Disparagement: During the term of your employment with the Company and at all times thereafter, you will not make any false, defamatory or disparaging 

statements about the Company, or the employees, officers or directors of the Company that are reasonably likely to cause damage to any such entity or person. 

 Waiver: No delay or failure of any party in exercising or enforcing any of its rights or remedies whatsoever shall operate as a waiver of those rights or remedies 

or so as to preclude or impair the exercise or enforcement of those rights or remedies. No single or partial exercise or enforcement of any right or remedy by any 

party shall preclude or impair any other or further exercise or enforcement of that right or remedy by that Party. Save as expressly provided in this Letter neither 

party shall be deemed to have waived any of its rights or remedies whatsoever unless the waiver is made in writing, signed by a duly authorized representative of 

that party and may be given subject to any conditions thought fit by the grantor. Unless otherwise expressly stated any waiver shall be effective only in the instance 

and for the purpose for which it is given. 

 Integration: This Letter along with its Exhibit constitutes the entire understanding between the parties and supersedes all previous agreements (written or oral) 

between the Parties in relation to its subject-matter. 

 Survival: Clauses 5.1, 5.13, 6, 7, 9(c), 10, 11.1, 11.7, 11.8 and 11.9 and any other clause which by its nature is expected to survive shall all survive the 

expiry/termination (for whatever reason) of the Letter and shall continue to apply. 



 

 

 Dispute Resolution/Governing Law: The Parties to this Agreement shall make best efforts to settle by mutual conciliation any claim, dispute or controversy 

(''Dispute'') arising out of, or in relation to, this Agreement, including any Dispute with respect to the existence or validity hereof, the interpretation hereof, or the 

breach hereof. All disputes, differences and/or claims arising out of these presents or as to the construction, meaning or effect hereof or as to the rights and 

liabilities of the Parties hereunder and which cannot be settled by mutual conciliation shall be referred to Arbitration to be held in Mumbai in English Language in 

accordance with the Arbitration and Conciliation Act 1996, or any statutory amendments thereof and shall be referred to a sole Arbitrator to be appointed by 

Capgemini. The award of the Arbitrator shall be final and binding on Parties. This Letter shall be governed and interpreted in accordance to the laws of India and 

the courts at Mumbai only shall have exclusive jurisdiction. 

 Rights to Injunctive Relief: You hereby expressly acknowledges that any breach or threatened breach by you of any of your obligations set forth in this Letter 

and/or any of the Company policies may result in significant and continuing injury and irreparable harm to Company, the monetary value of which would be 

impossible to establish. Therefore, you agree that Company shall be entitled to injunctive relief in a court of appropriate jurisdiction with respect to such 

provisions. 



 

 

CONSENT LETTER 

For use of Personal Information & Sensitive Personal Data or Information 

I,     residing at , do hereby 
provide my express consent to my employer, Capgemini Technology Services India Limited, having its registered 
office at No.14, Rajiv Gandhi Infotech Park, Hinjawadi Phase III, MIDC – SEZ, Village Man, Taluka Mulshi, Pune 
– 411057, Maharashtra (hereinafter referred to as the ''Company'', which expression shall unless repugnant to 
the context or meaning thereof mean and include its successors, nominees, assigns and administrators) as 
follows: 

1. That I acknowledge and provide my consent to the Company to collect, store, process, transfer and share my personal information and sensitive personal 

data or information and information of my dependents wherever applicable, (including sensitive personal information like bank accounts, PAN, blood 

group, biometric information, medical record, email addresses etc.) for purposes deemed appropriate by the Company from time to time, including but not 

limited to: 

a) background verification agencies for the purpose of verifying the information submitted by me basis which I have been made an offer of employment, 

b) payroll processing agencies for processing my payroll (including reimbursement claims), 

c) law enforcement agencies, 

d) to comply with a judicial/quasi-judicial order, 

e) auditor (including internal auditors, statutory auditors or Capgemini's clients or their auditor) for the purpose of audit, 

f) insurance companies for the purpose of group insurance, personal accident insurance etc. 

g) service providers providing services for biometric access to office premises for monitoring attendance, 

h) foreign consulates, embassies etc. and service providers (including travel agents) for the purpose of processing of visa, work permits etc. 

2. Further, I also acknowledge and provide my consent to the Company to transfer and share (within India and outside of India) such information with: 
a.) affiliates of the Company for administrative purposes and/or audit; 

b.) clients/prospects in relation to any staff augmentation assignments. 
3. That I agree and confirm that this consent letter shall be construed in accordance with the laws of India and the courts in Mumbai shall have exclusive 

jurisdiction to adjudicate upon any dispute that may arise in relation to this Consent Letter. 

4. That should any provisions of this consent letter be held by a court of law to be illegal, invalid or unenforceable, the legality, validity and enforceability of 
the remaining provisions of this consent letter shall not be affected or impaired thereby. 

5. I hereby declare that the execution of this consent letter has been done out of my own free will and consent and without any undue force or coercion in 
any manner whatsoever. 

6. I am aware that I have the right to access and rectify my sensitive personal data or information provided to the Company and corresponding obligation to 

immediately update my sensitive personal data or information in Company's records in the event of any change. 

7. I am aware that Company has adopted security practices and procedure to ensure that the information collected is secure and these are available on the 
Company's intranet. 

 

This consent letter shall come into force immediately upon 

its execution by me. Name: 

 
Signature: 

 
 

 
Date: 



 

 

 

ANNEXURE I (A) 
 

Onboarding Documents 

 

Please carry two set of photocopies along with the original documents for verification as mentioned below: 
 

I. Academic qualification (highest qualification as applicable): 

X- AND XII-mark sheets 
All semester mark sheets (highest qualification) 

Provisional Certificate OR Convocation OR Degree certificate 
If Applicable- Diploma/ Completion Certification(s) for specialized courses 

 
II. Employment experience related documents: 

a. Current Employer: 
(Document mandatorily containing: Emp ID, Designation, Start Date of Employment, End Date of Employment) 

Resignation acceptance letter OR Email confirmation from the HR OR Relieving 

Letter AND Experience Certificate Pay slips for last 3 months 
Letter of Appointment OR Offer Letter from the employer 

 
b. Previous Employer(s) 

Experience Certificate AND / OR Relieving certificate of all employments (ensure the above document 

specifies start date of your employment (s) 

 
 

c. Additional documents 
Form 16 – Part A only 

Cancelled Cheque(in original)/Passbook(photocopy) -Cancelled cheque leaflet issued by Bank or the 

pages of passbook showing the Name of the Account Holder, Bank Name, Bank Branch and IFS code 

required as a pre-requisite mandate for registration on ESI portal. 

Bank statement for last 3 months – [Please ensure to mask all other transaction details (whether debit or 

credit entries) except for salary transfer details of your last employer, such that only salary credits of previous 

employment are visible 

Please note, should you provide any other additional document than the aforesaid, or provide bank 

statement without masking other transaction details, the Company shall not be held responsible for the 

same.] 

 

 

III. Proof of Identity (Any two): 

PAN Card (Mandatory) 

AADHAAR Card 

Valid Passport – 

All pages Driving 

License 
Voters ID 

 

IV. Passport size photograph – 4 copies (white background) 



 

 

ANNEXURE I (B) 
 

Background Verification 

Reference terms: 

Capgemini adheres to a strong background verification process. As a part of this process all the personal and 
professional information provided by you is verified, therefore we request you to provide all the necessary relevant 
documents as per the information provided. This will help us verify your 

Education Credentials (Bachelor's Degree/Post Graduate 

Degree etc.) Professional Experience & Employment(s) 

Credentials. 

Note: Based on certain business requirement and statutory rules Capgemini may initiate certain additional checks 
during your tenure in Capgemini and by accepting this offer you agree to undergo such additional checks when 
required. Capgemini will not take any individual approval for the same. 

Please ensure that the following steps are followed to initiate the process and submit the necessary documents 
within 7 calendar days from the date of receipt of this offer: 

Fill the standard application form by clicking the New Employee Wizard link (received from SuccessFactors 
Onboarding 

<auto.noreply@capgemini.com>. (You will receive the link to New Employee Wizard portal shortly). In case 

you have not received this link within the next 3 days please get in touch with your recruiter immediately. 

Download the Address check Form, Database check form, Court record form - from the New Employee Wizard link; 
update the details in the form with your manual signature and mention the current date on which you have signed 
this form. You will have to upload back the scanned copy of these documents on to the New Employee Wizard link. 

Highest Educational Degree Certificate and Final year 

Mark sheet**. Submission of all semester/term mark 

sheets of your highest qualification. 

Any qualification obtained from the Institute which is not recognized by 

UGC/AICTE is not considered. Experience letters and relieving letters for 5 

years of employment or past 2 employers whichever is higher. 

Form 16 - Part A only. 

Bank statement for last 3 months – [Please ensure to mask all other transaction details (whether debit or credit 
entries) except for salary transfer details of your last employer, such that only salary credits of previous employment 
are visible. 

Please note, should you provide any other additional document than the aforesaid, or provide bank statement 
without masking other transaction details, the Company shall not be held responsible for the same.] 

On the date of joining you are required to carry the experience letter/Relieving letter 

from all your past employers These letters should clearly mention your last working 

day with your previous employers. 

Some organization issue relieving/experience letter along with the full and final settlement in such cases you should 
submit the resignation acceptance mail authorized by your last employers HR department and you should ensure 
that the last working day is clearly mentioned on this acceptance letter. Please note that in such cases you will have 
to submit the original experience/relieving letter to Capgemini HR department / email the same to the following email 
address backgroundverification.in@capgemini.com not later than 14 days of your joining*** 

Court Verification 

Forms Court 

Record form 

Note: 

All of these forms (Address check Form, Database check form, Court record form) are available on the New 
Employee Wizard link. Please download these forms from the New Employee Wizard link and fill the information in 
BLUE ink only. 

All of the above forms are submitted to the respective authorities (Police/Courts etc) and as a part of the 
verification process the representatives of these authorities may visit your residence address for verification; 
alternatively they may also call you or ask you to visit the nearby Police Station. 

***You are required to submit all the documents with 7 days from receiving this Offer, failing 

which offer will be revoked**** Important points to note: 

In an event you fail to submit the required documents to the HR department within 30 days of first 

mailto:auto.noreply@capgemini.com
mailto:backgroundverification.in@capgemini.com


 

 

intimation/date of joining and after 2 reminders. Capgemini reserves the right to hold back your salary and to 

take disciplinary actions which inter alia include termination from service without notice. 

You are requested to fill your details diligently in the link provided. If there is a discrepancy in the data provided or 
the copies of documents / certificates given by you as a proof in support of the above, Capgemini reserves to take 
disciplinary actions which inter alia includes termination from service without notice. 

***In case your last employer do not provide experience letter you may provide the relieving letter, however please 
ensure that the relieving letter has last working day clearly mentioned. 

Please note that Capgemini may ask you to submit additional documents as and when required, especially with respect to the Background verification process. In the 

absence of the above listed documents your onboarding may be delayed or deferred. 

 

Best 
Regards, 
Team HR 
 

The information contained in this message is proprietary and confidential. Copyright © 2021. All rights reserved by 
Capgemini. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 

 

164. V.Seshagiri Rao 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

  



 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 



 

 

88  Kolusu Gopi  Krishna 

 

Business Finance Limited 
 

Offer of Employment 
Date : 30-08-2023 

 

Dear Kolusu Gopi  Krishna , 
H No:1-1199, Marrivada, 
Krishna Dist, 

Andhra Pradesh - 521256. 

 
Welcome to the Family of Five-Star Business Finance Ltd. 

 

We are a Non-Deposit taking Non-Banking Financial Company registered with Reserve Bank of India. We have been 
successfully operating in the financial services space since 1984 and are currently engaged in providing small business 
and small housing loans to customers in urban, semi-urban and fast-growing rural geographies. 

 

We have pleasure in offering you an appointment in our Company as "ASSISTANT-CASHIER". Your place of 
operation will be at our "Vuyyuru". The terms and conditions of your appointment will be as follows: 

 
● Salary and Allowance: 

 

1. You will be paid an Annual CTC of Rs. 2,18,172.00 /- (Rupees TWO LAKH EIGHTEEN THOUSAND ONE HUNDRED AND 
SEVENTY TWO) as detailed in the Annexure 1. 

2. You will be eligible for PF in accordance with the relevant statutory rules. 
3. You will be eligible for an annual increment which will be paid based on the recommendation made by your Reporting 

Supervisor / HOD after assessing your performance. The Company may at its sole and absolute discretion grant you such 
annual increment as it may think fit. It is however expressly understood that the company reserve itself the right not to grant 
such increment. Your cycle of annual increment will be during April every year, as per the company's policy. 

● Duties and Obligations : 
You shall: 

 
1. Conduct yourself with decorum and shall efficiently and honestly discharge and perform all duties and functions pertaining to 

your employment as also such other duties as you may be required to perform from time to time by the Company, or by any duly 
authorized Officer of the Company, which are consistent with your employment in relation to the business of the Company. 

2. Obey and comply with all lawful orders and directions given to you by the Company or by any person duly authorized by the 
Company on its behalf and faithfully obey all the rules, regulations and arrangements of the Company in force and applicable to 
you. 

3. Give and devote your time exclusively to your duties with the Company and while serving the Company you shall not engage 
yourself directly or indirectly without the prior consent in writing of the Company with or without remuneration in any capacity, 
business or activity which the Company may in its sole discretion consider contrary to or inconsistent with the duties and 
obligations. Any violation, in this regard, will be treated as dereliction of duty and your services will be terminated without any 
notice. 

4. You shall not, directly or indirectly, disclose to any person or any firm the name and addresses of any of the customers or clients 
of the Company or any other information pertaining to them in a manner that conflicts with or interferes in the business of 
Company as conducted with such customer. 

5. Inform the Company at once of any act of dishonesty and/or any action prejudicial to the interest of the Company on the part of 
any person which may come to your knowledge. 

 
● Working Hours & Leave : 

 

1. You shall serve the Company during such daily hours of work as may be determined from time to time by the Company. 
2. You will be entitled to leave as per Company's Leave Policy. If in case you absent yourself from the service of the Company 

without prior permission or overstay the sanctioned leave for 8 or more consecutive days, you will be deemed to have 
abandoned service voluntarily without giving a due note and will be terminated from service immediately. 

3. No notice of resignation from the service of the Company will be effective if given during the period when you are on leave and 
you will also not be entitled to proceed on leave during the Notice period. 

● Probation & Performance: You will initially be on probation for six months during which your performance will be reviewed and 

on the same being found satisfactory you will be eligible for being confirmed. Otherwise, your probation period may be extended 
or your employment may be terminated without any explanation or compensation and without any notice period. Only on your 
confirmation, you will be eligible for other benefits that are normally applicable to permanent employees. 

 
● Transfer of Services: Your services are transferable as the Management may deem it necessary from one branch/department 

to another within India in the same capacity or other. On such transfer, you will be governed by the terms and conditions and 
entitled to the benefits as per the rules of the company. 

 



 

 

● Acceptance of Gifts: You shall not accept or undertake to accept either directly or indirectly any gifts, commissions or other 

favor of any kind what so ever in connection with your work which is prejudice to the interest of the Company without the prior 
knowledge of the Management of the company. 

● Bonus Payout: 
 

1.  Based on your productivity, the company will pay you monthly productivity linked incentive as per the company’s usual payroll 
cycle each month (subject to applicable tax deductions). 

2.  The monthly productivity linked incentive payable to you, is in lieu of profit based bonus in terms of Section 31 A of The 
Payment of Bonus Act, 1965. The company will ensure that you will also receive the minimum statutory bonus, as required 
under Section 31 A of The Payment of Bonus Act, which is typically paid out by September of the following year. 

3.  You agree and acknowledge that you are not entitled to any bonus/incentive payouts other than those mentioned above, either 
under applicable laws or as per your employment terms with the company. 

● Termination / Resignation: 
 

1. The Company shall terminate your employment without notice if it is ascertained that the information given by you in the 
application for employment and also on the declaration given by you orally in the interview, is false or mismatches the 
information relating to you. 

2. The Company shall be at liberty to terminate your employment at any time without assigning any reason whatsoever by giving 
you 60 days notice in writing on that behalf or by paying in addition to the remuneration then due to you a sum equivalent to 60 
days gross salary, as the case may be, excluding all incentives in lieu of notice. 

3. You shall be at liberty to resign at any time by giving 60 days prior notice in writing in that behalf. In the event of your leaving the 
employment of the Company without giving notice/not serving full notice as offered said, you shall be liable to pay to the 
Company a sum equivalent to 60 days gross salary/short fall in notice period, as the case may be. However, it is the sole 
discretion of the Management to accept or reject such request for payment of salary in lieu of notice period. 

4. Without prejudice to any of the rights and remedies which the Company may have against you the Company shall be entitled to 
terminate your employment forthwith without giving any notice whatsoever in case of any act of disobedience, fraud, indiscipline, 
insubordination, incivility, insobriety, dishonesty, irregular attendance or any other serious misconduct or negligence on your 
part or incompetence in the discharge of your duty, or breach of any of the terms of your employment. 

● Confidentiality : You shall not under any circumstances during your employment or at any time after your resignation 

/retirement / termination for whatever reasons of your employment with the Company, except with prior sanction in 
writing of the Company, divulge the confidential and proprietary information of the Company to any third party, 
including the trade secrets, business plans, customer information and business or company information. 

 
● Consequences of Termination : 
Upon termination of your employment with the Company for any reason whatsoever, you shall immediately: 

1. Hand overcharge to such person or persons as may be nominated by the Company in that behalf. 
2. Surrender to the Reporting Supervisor or the Company's authorized representative all original or the copies of business 

documents, reproductions of any data, and correspondence either addressed to you by the Company or received by you for and 
on behalf of the Company and all items belonging to the Company and other documents, records, property and effects of the 
Company as may be in your possession or custody pertaining to or connected with the business of the Company or any 
subsidiary, associate or affiliate of the Company. 

3. Without prejudice to the Company's other rights and remedies, the Company shall be entitled to deduct from your emoluments, 
if any herein, the amount of any claims which the Company may have against you either under the terms of your employment or 
otherwise how so ever. 

● Retirement: You shall retire from the Company's employment and your employment will terminate on your attaining the age of 

58 years. Your Date of Birth as recorded with us at the time of your employment is 15-05-1998 

 
● Additional Rules & Regulations: In addition to the terms and condition of employment herein above mentioned, you shall also 

observe and comply with and shall be bound by rules, regulation and procedures which the Company may from time to time 
separately frame for observance and compliance by its staff and which will be communicated by the Company to you. The 
Company shall have the right to add, to alter, modify or abrogate from time to time any term of the Contract of Employment, 
including remuneration and perquisites, which will be communicated to you either by individual letter or by circular. 

 
● Employment Verification: The above offer is valid subject to the clearance of background verification (Reference Check, 

Academic Record Check, Prior Employment Check, Character Reference Check) by an Agency nominated by the Company or 
by the HR department of the Company. 

 
We enclose this letter in duplicate, and shall be obliged if you will kindly return to us the duplicate duly signed and dated 
by you in token of your acceptance of the offer, the said terms and condition of employment on or before 06-09-2023 , 
failing which offer will stand cancelled. 

 

While welcoming you to the family of Five-Star Business Finance, we take this opportunity to wish you all the very best to 
excel in your endeavors and to scale the Company to greater heights. 

 
For Five Star Business Finance Limited. 

 

 

( M Sai Suryanarayana ) 
Chief People Officer 



 

 

 
 

Annexure 1 

 

 

Business Finance Limited Compensation Break-up 

Salutation  

Name Kolusu Gopi Krishna 

Designation ASSISTANT-CASHIER 

Location Vuyyuru 

Compensation Break-up Monthly (Rs.) Annually (Rs.) 

A) Salary 

Basic + DA 13,181.00 1,58,172.00 

HRA 0.00 0.00 

Additional Weekend Allowance 0.00 0.00 

Special Allowance 0.00 0.00 

Scanning Allowance 0.00 0.00 

Minimum Guaranteed Incentive 0.00 0.00 

Gross Salary (A) 13,181.00 1,58,172.00 

B) Retirals 

Employer Provident Fund 1,582.00 18,984.00 

Gratuity 634.00 7,608.00 

Total Retirals (B) 2,216.00 26,592.00 



 

 

C) Benefits 

ESIC 428.00 5,136.00 

Insurance 535.00 6,420.00 

Leave Encashment 1st yr / 2nd yr subject to 
availability of leave balance to credit 

 

879.00 
 

10,548.00 

Statutory Bonus 942.00 11,304.00 

CUG SIM 0.00 0.00 

Total Benefits (C ) 2,784.00 33,408.00 

Total CTC (A + B + C) 18,181.00 2,18,172.00 

D) Deductions : 

i) Employee Provident Fund 1,582.00 18,984.00 

ii) ESIC 99.00 1,188.00 

iii) Professional Tax 0.00 0.00 

Total Deductions - D 1,681.00 20,172.00 

Total Net Take Home Pay (A - D) 11,500.00 1,38,000.00 

Note: 
i) Insurance : a) You will be covered under Group Personal Accident Insurance for a Sum Insured 
Value of Rs.3 lacs per annum, as per Company's policy 
b) You will be covered under the Group Medical Insurance cover for self and dependants (Spouse 
and Children [max 2 children]) for a Sum Insured Value of Rs.5 lacs per annum, as per Company's 
policy. 
c) You will be eligible for Life Insurence Cover under the EDLI schme ( Employees Deposit Linked 
Insurence Scheme) 

Special Note: 
PAN, Address Proof and Date of Birth Proof are mandatory and have to be provided at the time of 
joining the Organisation. 

I accept the terms and conditions as mentioned in the Offer Letter. My tentative date of joining will 
be / /  
Name: Kolusu Gopi Krishna Signature: 
Place: Date: 



 

 

89 . LOYA PAVANI 

 

 

         Date : 01-11-2021 

 

SERVICE CERTIFICATE 

 

This is to certify that Mr/Ms. LOYA PAVANI working as a Teacher in 

SRI SRINIVASA DEGREE COLLEGE, VUYYURU since November 2021. 

During the period this is for kind information. She is doing duties very 

sincerely. 

 



 

 

90 Goriparthi Sirisha 
 

 

 

        Date : 01-12-2021 

 

SERVICE CERTIFICATE 

 

This is to certify that Mr/Ms. Goriparthi Pavani working as a 

Teacher in SRI SRINIVASA DEGREE COLLEGE, VUYYURU since 

December 2021. During the period this is for kind information. She is 

doing duties very sincerely. 

 



 

 

91 KOPURI SUBBA RAO, 

Sub:OfferandAppointmentLetter 

 
Thishasreferencetoyourapplicationandthesubsequentinterviewyouhadwithus,weare 

pleasedtoofferyouanemploymentwiththefollowingTerms&Conditions: 

 
56. Designation: 

 
Youwillbedesignatedas“JuniorExecutive”,Grade“G04”,inAnalyticalResearch&Develo

pment 

DepartmentbasedatMSNLaboratoriesPrivateLimited-R&DCenterLocation. 

 
57. Remuneration: 

 
DetailedcompensationstructureasTotalCosttoCompanyRs.290000/-
ismentionedintheAnnexure-I. 

 
58. DocumentstobeSubmitted: 

 
PleasebringallthefollowingdocumentsinoriginalwithPhotostatcopiesofthesameattheti
meofjoining. 

 
a. PassportSizeColorPhotographs(Self)-7nos.andDependent-

familymembersphotograph-1nos.each 

b. AllEducationalCertificatesandanyotherCertificatesrelatedtospecificTrainingand
Skills 

c. AllPreviousEmploymentServiceCertificates/ RelievingLetters 

d. RelievingLetter/ServiceCertificateofyourCurrentEmployer 

e. Latestthreemonths’payslipsofCurrentEmployment 

f. LastSixmonthsBankStatementofCurrentEmployment 

g. AadhaarCard ofselfanddependentfamilymembers 

h. PANCard 

i. Passport/DrivingLicense 

j. Acancelledchequeleafofactivebankaccount 

k. PreviousEmploymentEPF(UAN)/ESIdetailsifany 
 

 

Name:KOPURI SUBBA RAO 
 

 
l. PreviousEmploymentProvisionalForm-

16,ifapplicable,forIncomeTaxCalculationPurpose 



 

 

m. MedicalCertificatewithReports 
 

 
59. MedicalFitness: 

 
ThisOfferand Appointment is subject to your medical fitness, for which you need to 

undergo MedicalExaminationatCompany’s 

DesignatedMedicalCenterasperAnnexure-III. 

 
60. Terms&Conditions: 

 
a. Your employment is governed by thedetailed Terms&Conditionsfurnished 

inAnnexure–II. 
 

b. Asdiscussed,youneedtojoinusonorbeforeSeptember04,2023,failingwhichthis

offerandAppointmentLetterstandswithdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 

the date of receipt of thisoffer letter as a token of your acceptance, by signing on 

the Xerox copy of this letter, mentioning your Date ofJoining. 

 
PleasefeelfreetocontactMr.ShilpaDuttaContactNo.040-

30438904EmailID:shilpadutta@msnlabs.comforfurtherclarifications,ifany. 

 
WewouldliketotakethisopportunitytowelcomeyouintoourMSNfamilyandwishingyoualo

ng&successfulassociationwithus. 

Thankingyo

u,Yourssinc

erely, 
ForMSNLaboratoriesPrivateLimited 

 
 
 
 

DrNBSridevi 

 
 
 
 

mailto:shilpadutta@msnlabs.com


 

 

92 Dokku veera siva srinivass rao 
 

Sub:OfferandAppointmentLetter 

 
Thishasreferencetoyourapplicationandthesubsequentinterviewyouhadwithus,weare 

pleasedtoofferyouanemploymentwiththefollowingTerms&Conditions: 

 
61. Designation: 

 
Youwillbedesignatedas“JuniorExecutive”,Grade“G04”,inAnalyticalResearch&Develo

pment 

DepartmentbasedatMSNLaboratoriesPrivateLimited-R&DCenterLocation. 

 
62. Remuneration: 

 
DetailedcompensationstructureasTotalCosttoCompanyRs.290000/-
ismentionedintheAnnexure-I. 

 
63. DocumentstobeSubmitted: 

 
PleasebringallthefollowingdocumentsinoriginalwithPhotostatcopiesofthesameattheti
meofjoining. 

 
a. PassportSizeColorPhotographs(Self)-7nos.andDependent-

familymembersphotograph-1nos.each 

b. AllEducationalCertificatesandanyotherCertificatesrelatedtospecificTrainingand
Skills 

c. AllPreviousEmploymentServiceCertificates/ RelievingLetters 

d. RelievingLetter/ServiceCertificateofyourCurrentEmployer 

e. Latestthreemonths’payslipsofCurrentEmployment 

f. LastSixmonthsBankStatementofCurrentEmployment 

g. AadhaarCard ofselfanddependentfamilymembers 

h. PANCard 

i. Passport/DrivingLicense 

j. Acancelledchequeleafofactivebankaccount 

k. PreviousEmploymentEPF(UAN)/ESIdetailsifany 
 

 

Name:D.Veera Siva Srinivasa Rao, 
 

 
l. PreviousEmploymentProvisionalForm-



 

 

16,ifapplicable,forIncomeTaxCalculationPurpose 

m. MedicalCertificatewithReports 
 

 
64. MedicalFitness: 

 
ThisOfferand Appointment is subject to your medical fitness, for which you need to 

undergo MedicalExaminationatCompany’s 

DesignatedMedicalCenterasperAnnexure-III. 

 
65. Terms&Conditions: 

 
a. Your employment is governed by thedetailed Terms&Conditionsfurnished 

inAnnexure–II. 
 

b. Asdiscussed,youneedtojoinusonorbeforeSeptember04,2023,failingwhichthis

offerandAppointmentLetterstandswithdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 

the date of receipt of thisoffer letter as a token of your acceptance, by signing on 

the Xerox copy of this letter, mentioning your Date ofJoining. 

 
PleasefeelfreetocontactMr.ShilpaDuttaContactNo.040-

30438904EmailID:shilpadutta@msnlabs.comforfurtherclarifications,ifany. 

 
WewouldliketotakethisopportunitytowelcomeyouintoourMSNfamilyandwishingyoualo

ng&successfulassociationwithus. 

Thankingyo

u,Yourssinc

erely, 
ForMSNLaboratoriesPrivateLimited 

 
 
 
 

DrNBSrideviDeputyGeneralManager–HR 

 
 
 
 

mailto:shilpadutta@msnlabs.com


 

 

 
 
 
 

93 VEERLA MANIKANTA, 

With reference to your application and subsequent interview held on 23.01.2020 we are 

pleased to offer you appointment as Trainee Supervisor in Production Department at Unit-

2 situated at Chippada village, Bheemunipatnam Mandal, Vishakapatnam District on the 

following terms and conditions .  

01.You may report for training within 10 days of completion of your final year examinations 

including practicals. 

02.You will be on training for a period of  three months from the date of reporting as a 

trainee and you will be paid a stipend of Rs.8500/-per month during the training period.  

03.After you submit M.Sc Provisional Certificate you will be paid a stipend of Rs.9000/-per 

month from the 1st  of the following month. 

04. After completion of the training period the company at its sole discreation may not 

offer employment and no trainee shall have the right to demand absorptionin employment 

of the company. 

05.You are required to give an undertaking to work in our organization for a minimum 

period of three years and shall also enter an Employee Non-desclosure/Confidentiality 

agreement with the company at the time joining . 

06.You will be governed by the rules & regulations of the company and standing orders of 

the establishment as applicable to your category,which the company may prescribe from 

time to time. 

07.Your training is liable for termination if it is found that the information furnished by you 

in your application for appointment is false or that you have willfully suppressed material 

information in your application. 

08.You shall forthwith intimate any change in your residential address as and when any 

change takes place. 

09.If you intend to leave the service of the company,you have to give two months prior 

notice in writing or notice Pay in lieu thereof,which may be modified and the same will be 

notified. 

10.You should submit the following at the time of joining a)4 copies of post card size black 

& white group photo of the candidate with his / her dependent parents, and his / her 

spouse & children if married. b)4 copies of stamp size colour photo of the candidate. 



 

 

C)Original Certificates of S.S.C,Inter ,B.Sc & M.Sc. d)Untill you submit your M.Sc 

Certificate you will be treated as a B.Sc. e)You should wear full shoes and goggles while 

reporting to training. 

If  the above terms and conditions are acceptable to you . You should intimate to us about 

your willingness to join in our organization with in 10 days on receipt of this letter. 

If you fail to report to training with in the time,this offer will be treated as cancelled. 

Yours faithfully, 

For DIVI’S LABORATORIES LTD 

 

K.SUBBA RAO 

DEPUTY GENERAL MANAGER(P&A) 

I understand the contents of the appointment order and I here by accept the terms and 

conditions mentioned herein. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

94 P Kalpana 
   To, 

Ms. Paruchuri Kalpana D/o Rajabau  
HNO : 2-44 
 LandMark :Andhra Bank,  
City/Village :Elamarru,  
Post : Elamarru 
Mandal : Pedaparupudi 

     District : Krishna-521148       

 Date:15.07.2023 
State:AndhraPradesh. 

Sub:ContractofGraduateApprentic
eshipTraining 

BestwishesfromDivi'sLaboratoriesLimited! 
 

1. Withreferencetoyourapplicationanddiscussionshadwithyou,wearepleasedtoofferyou
aone -
yearApprenticeshiptrainingundertheApprenticeshipAct,1961andApprenticeshipRule
s,   1992   in   ProductionDepartment     atUnit-1     situated     at     Lingojigudem     
Village,Choutuppal     
Mandal,YadadriBhuvanagiriDistrictontheonthefollowingtermsandconditions. 

2. YouwillbeonApprenticeshiptrainingforaperiodofoneyearfromthedateofreportingasan
apprenticeshiptraineeandyouwillbepaida   stipend   of   Rs .18000/-  per   month  
during   yourapprenticeshiptrainingperiod. 

3. Ifyouhaveacquiredfurtherskillsetorcompletedanyothercoursewhichmayberequired/re
levanttotheorganization,youwillbepaidastipendofRs.22000/-
permonthfrom1stoffollowingmonthonsubmissionofrelevantcertificates.Therelevance
ofskillset/courseshallbeatsolediscretionofmanagement. 

4. Youwillberequiredtoundergopre-training   medicalcheck-
upasthisofferissubjecttoyourmedicalfitnessand  youwill  
berequiredtoundergoperiodical  medicalcheck -
upsduringyourapprenticeshiptrainingperiod.Yourapprenticeshiptrainingwillbetermina
tedifyouarenotfoundmedicallyfit. 

5. ApprenticeshipTraining   will   be   given   at   any   one   of   the   departments,   
branches   &   manufacturingunitsof  theorganizationdepending  on  therequirement  
at  thesole  discretionof  management.   
Ifrequired,youmaybeaskedtoundergoapprenticeshiptraininginshiftsaswell. 

6. Youshallbeliabletobetransferred/postedtoanylocation,department&unitof   the   
organizationdepending   on   the   requirement  for   apprenticeship   training.   
Upon   such   transfer,   you   will   
automaticallybegovernedbytherules,regulationsandothertermsasapplicableatsuchne
wplace. 

7. If   you     intend     todiscontinueyour     training     during     
theapprenticeshiptrainingperiod,youhavetogivethreemonthspriornoticeinwritingorret
urnthreemonthsstipendinlieuthereofwhichmaybemodifiedfromtimetotimeandthesam
ewillbenotified. 

8. After  completing  your  training  theorganization  at  its  solediscretion   mayormay   



 

 

not   offeremploymentand   no   apprenticeship   trainee   shall   have   the   right   
to   demand   absorption   in   employmentoftheorganization. 

9. Youareentitledtosevencasualandfivesickleavesduringyourapprenticeshiptrainingperi
od. 

 
10. Thiscontractofapprenticeshiptraining  is   based   on   the   information   furnished   

in   your   application.   Atanygiventime     ifitcomes        
totheknowledgeofthemanagementthatanyofthisinformationisincorrectoranyrelevanti
nformationhasbeen   suppressed   thenyourapprenticeship    training    
basedonthisletteroftrainingisliabletobeterminatedwithoutanynoticeoranystipendinlieu
thereof. 

11. Youare alwaysrequiredtomaintainthehighestorder ofdisciplineandsecrecyasregards   
theapprenticeshiptrainingoftheorganization.   Any   of   technical   /   personal   
information   which   might   comeinto   your   
possessionduringcontinuanceofyourapprenticeshiptrainingintheorganizationshallnot
bedisclosed,divulgedormadepublicbyyoueventhereafter. 

12. You shall adhere to Organization's
 policies,procedures,rules,regulations,discipline and
 generalworkpracticeswhicharesubjecttochangefromtimetotime. 

13. Youshallforthwithintimateanychangeinyourresidentialaddressasandwhenanychange
takesplac 

14. Yourapprenticeshiptrainingis liablefor terminationatanytimewithoutnotice
 orenquiryifyouarefoundindulginginanymisconduct. 

15. Yourprogressinapprenticeshiptrainingisreviewed
 fromtimetotimeandiffoundunsatisfactory,yourapprenticeshiptrainingwillbeterm
inatedwithoutnotice. 

       Youarerequiredtosubmitthefollowingatthetimeofjoining. 
a) Forverificationpurpose,weneedyouroriginalcertificatesofS.S.C,Inter,B.Sc.&M.Sc.and

photocopiesofthesame. 
b) Fourpassportsizecolorphotographs. 
c) Fourcopiesofpostcardsizeblack&whitegroupphotoofyoursalongwithyourdependentp

arents,yourspouse&childrenifmarried. 
d) PhotocopiesofLatestAadhaarwithVIDNumber&PANcardsofyoursalongwithyourfathe

r,mother,spouse,andchildrenifmarried. 
e) PhotocopyofyourSBIsavingsbankaccountpassbook. 
f) Yourname,dateofbirthandfathernameshouldbethesameinAadhaarcardandPANcarda

sinyourSSCmarkslist. 
g) GettestedwithRTPCRtestforcovid-19andsubmitthereportatthetimeofjoiningforduty. 
h) Certificateofthecovid-19vaccinationoftwodoses.. 
i) Incasethetermsandconditionsofapprenticeshiptrainingstatedaboveareacceptabletoy

ou,pleasesignthisletterintokenofyouhavingunderstoodandhavingacceptedthesamea
ndshallsubmitbeforeyoujoinforapprenticeshiptraining. 

Youshalljoinapprenticeshiptraininginourorganizationwithinaweekaftercompletionofyourfinal
yearexaminationincludingpractical’s.YoushallbringallthegraduationmarksmemosorProvisio
nalcertificateandsubmitthesameatthetimeofjoiningforverification. 
Wetakethisopportunitytowelcomeyoutotheorganizationandwishyougoodluck. 
 
Yourssincerely, 

 



 

 

ForDIVI'SLABORATORIESLTD 
 
K.SUBBARAO 

 
GENERALMANAGER(P&A) 

 
ACCEPTANCE 

I understand the contents of the contract of apprenticeship training under  
Apprenticeship act, 1961
 andApprenticeshipRules1992andIhearbyagreetoabidebyalltheprovisionsmadethereun
der. 

 
Signature:   Date:   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

95   Mr. T.V S Nagaraju 
S/oSubba Rao 
D.No:1-
901Kankipadu,Kri
shna, 
KrishnaDist,AndhraPradesh5
21245 MobileNo: 

 
DearMr. T.V S Nagaraju, 

 
 

Sub:OfferandAppointmentLetter 
 

Thishasreferencetoyourapplicationandthesubsequentinterviewyouhadwithus,weare 
pleasedtoofferyouanemploymentwiththefollowingTerms&Conditions: 

 
66. Designation: 

 
Youwillbedesignatedas“JuniorExecutive”,Grade“G04”,inAnalyticalResearch&Develo
pment 
DepartmentbasedatMSNLaboratoriesPrivateLimited-R&DCenterLocation. 

 
67. Remuneration: 

 
DetailedcompensationstructureasTotalCosttoCompanyRs.290000/-
ismentionedintheAnnexure-I. 

 
68. DocumentstobeSubmitted: 

 
PleasebringallthefollowingdocumentsinoriginalwithPhotostatcopiesofthesameattheti
meofjoining. 

 
a. PassportSizeColorPhotographs(Self)-7nos.andDependent-

familymembersphotograph-1nos.each 
b. AllEducationalCertificatesandanyotherCertificatesrelatedtospecificTrainingand

Skills 
c. AllPreviousEmploymentServiceCertificates/ RelievingLetters 
d. RelievingLetter/ServiceCertificateofyourCurrentEmployer 
e. Latestthreemonths’payslipsofCurrentEmployment 
f. LastSixmonthsBankStatementofCurrentEmployment 
g. AadhaarCard ofselfanddependentfamilymembers 
h. PANCard 
i. Passport/DrivingLicense 
j. Acancelledchequeleafofactivebankaccount 
k. PreviousEmploymentEPF(UAN)/ESIdetailsifany 



 

 

 
l. PreviousEmploymentProvisionalForm-

16,ifapplicable,forIncomeTaxCalculationPurpose 
m. MedicalCertificatewithReports 

 
 

69. MedicalFitness: 
 

ThisOfferand Appointment is subject to your medical fitness, for which you need to 
undergo MedicalExaminationatCompany’s 
DesignatedMedicalCenterasperAnnexure-III. 

 
70. Terms&Conditions: 

 
a. Your employment is governed by thedetailed Terms&Conditionsfurnished 

inAnnexure–II. 
 

b. Asdiscussed,youneedtojoinusonorbeforeSeptember04,2023,failingwhichthis
offerandAppointmentLetterstandswithdrawn. 

 
Kindly arrange to send us your written confirmation within two working days, from 
the date of receipt of thisoffer letter as a token of your acceptance, by signing on 
the Xerox copy of this letter, mentioning your Date ofJoining. 

 
PleasefeelfreetocontactMr.ShilpaDuttaContactNo.040-
30438904EmailID:shilpadutta@msnlabs.comforfurtherclarifications,ifany. 

 
WewouldliketotakethisopportunitytowelcomeyouintoourMSNfamilyandwishingyoualo
ng&successfulassociationwithus. 
Thankingyo
u,Yourssinc
erely, 

ForMSNLaboratoriesPrivateLimited 
 
 
 
 
DrNBSridevi 

DeputyGeneralManager-HR 

mailto:shilpadutta@msnlabs.com


 

 

 
July25,2023 

 
Mr. T.V S Nagaraju Designation: Junior ExecutiveGrade:G04 

 
Annexure-I 

Department:Analytical Research&Development 
 

TOTALCOSTTOCO
MPANY 

AllfiguresinINR 

SalaryComponents PerMonth PerAnnum PaymentFrequ
ency 

A.   MonthlySalary    

BasicPay 15000 180000 Monthly 

HouseRentAllowance 6000 72000 Monthly 

EducationAllowance 200 2400 Monthly 

MinimumGuaranteedBonus 467 5600 Monthly 

StatutoryBonus(AdvancePayout) 0 0 Monthly 

A-MonthlyGrossTotal 21667 260000  

B. AnnualBenefits    

LeaveTravelAllowance 0 0 Annual 

B-AnnualBenefitsTotal 0 0  

C. StatutoryBenefits    

PF(EmployerContribution) 1800 21600 Monthly 

ESI(EmployerContribution) 0 0 Monthly 

Bonus/Ex-gratia 700 8400 Annual 

C-StatutoryBenefitsTotal 2500 30000  

    

D.FixedTotalCosttoCompany(A+
B+C) 

24167 290000  

    

E.Gratuity(As pertheGratuity 
Act,1972) 

722 8658  

    

TotalCosttoCompany(D+E) 24889 298658  

Apartfromtheabove,youarealsoeligibleforfollowingBenefitsaspertheCompanyPolicy. 
 

37. CoverageunderGroupPersonalAccidentPolicy 
38. Coverageunder GroupTermLifeInsurancePolicy 
39. CoverageunderGroupMediclaimPolicy(Self &Dependents-

Spouse,Parentsand2Children) 
 

ForMSNLaboratoriesPrivateLimited 
 
 
 
DrNBSridevi 
DeputyGeneralManager-HR 



 

 

Annexure-II 
 

TERMS&CONDITIONSOFTHEEMPLOYMENT 
 
 

216. The effective date of joining shall not be later than September 04, 2023, failing 
which this offer andAppointmentLetterstandswithdrawn. 

 
217. Your initial place of posting shall be at MSN Laboratories Private Limited - R&D 

Center 
Location.However,yourservicesaretransferabletoanyLocationinIndiaoroutsideIndiat
oservetheCompanyin any of its Departments, Factories, Establishments, Group 
Companies and its associates. You 
willabidebytheworkingconditionsandpoliciesoftheareaconcernedandthetransferarr
angementwillnotdeemtoconstituteachangeinyourserviceconditions. 

 
218. Your appointment with the Company would be subject to successful pre and/or 

post-
employmentbackgroundchecks,inrespectofaccuracyofthetestimonials,experiencea
ndinformationprovidedbyyouinsecuringtheemploymentwiththecompany.Ifyouhave
madeanyfalsedeclarationorwillfullysuppressedanymaterialinformation,youwillbelia
bleforremovalfromtheservicewithoutnotice. 

 
219. Your Date of Birth is recorded as March 15, 1998, by the Company on the basis 

of documentaryevidence produced by you at the time of your appointment. You 
are advised to take note of the same,and this date will be considered as the 
authenticated Date of Birth for all purposes throughout 
yourservicewiththeCompany,andwillnotbechangedunderanycircumstances. 

 
220. Thisagreementofemploymentisterminablebyeitherpartybygivingthree(3)monthsprio

rwrittennotice to the other party or alternatively upon payment of three (3) months 
basic pay in lieu of the 
threemonths’noticeperiod.MSNhaseveryauthoritytoterminateyourserviceswithimm
ediateeffectandwithoutanynoticeperiodandwithoutanyobligationtopayanyamountst
oyou,forsuchtermination,in lieu of notice period, upon proven charges of misconduct 
or intentional negligence or trying to cheatthe company or indulge in the data theft 
or data tampering at by you at the work place. Further, theCompany may, at its 
discretion relieve you from such date as it may deem fit even prior to the 
expiryofthethreemonths’noticeperiodgivetobeservedbyyouaspertheabovementionedco
mpanypolicy. 

 
221. You are required to keep us informed of any changes in your personal details, 

residential address,maritalstatus,educationalqualifications,dependent’sdetails etc. 
 

222. Youshalldothebestofyourabilityanddevoteyourexperience,knowledge,skillsandwor
kinghourswith full of attention and energy for the business of the Company. You 
shall use your best 
endeavorstopromotetheinterestandwelfareoftheCompany.TheCompanyshallbeent
itledtoallthebenefitsandprofitsarisingfromsuchworkandeffortsofyours. 

 
223. Changesinyourcompensationarediscretionaryandwillbesubjecttotheoverallperform

anceoftheCompany, your individual effective performance and policies of the 
Company. You shall keep detailsofyoursalary 
andemploymentbenefitsstrictlyconfidentialwithin and outside the 

 



 

 

 
 

224. YouwillbeliabletoconformtotheCompanyPoliciesandProcedures,rulesandregul0atio
ns,disciplineand generalwork practices,whicharesubjecttochangefromtimetotime. 

 
 

225. As per the policy of the Company, we expect you to devote full attention and effort 
to the business 
oftheCompanyandtocontinuouslydevelopprofessionalskillsinmutualinterest.Weclea
rlydisapproveofanyemployeedirectlyorindirectlyengaginghimself/herselfinordevotin
ganytimeorattentiontoanypart-
timeemploymentorbusinessormonetarypositionotherthanthatoftheCompany.Youwi
llnot undertake either directly or indirectly any activities, which are contrary to or 
inconsistent with 
yourobligationstotheCompany,itsreputation,imageandinterestwhetherdirectorindire
ct.Atanytime,if it is found that there is any breach of this condition on your part, 
your services are liable to beterminatedatthediscretionofthemanagement. 

 
226. You will be responsible for the safe keep and return in good condition and order, 

of all property suchas tools, equipment, instruments, books, uniforms etc., which 
may be in your use, custody, care orcharge.The Company shall have the right to 
deduct the monetary value of all such things from yourdues and take such other 
action, as we deem proper in the event of your failure to account for 
suchpropertytooursatisfaction. 

 
227. As per the Company’s policy, the age of superannuation is 58 years subject to 

your being physicallyand mentally fit as certified by a medical practitioner 
designated by the Company and meeting 
theperformanceexpectationsoftheCompany.Retentionofyourservicesbeyondtheag
eofsuperannuationwillbeentirelyatthediscretionofthemanagement. 

 
228. You will be required to sign an Employee Non-disclosure/Confidential Agreement 

with the Companyat the time of joining. In the performance of your duties, you will 
come to possess informationconnected with the Company’s financials, operations 
of manufacturing processes, documents, plans,drawings, prints, trade, secrets, 
technical information, reports, statements, correspondence etc., andother matters 
relating to the Company’s business, written or unwritten and also information 
andinstructions that pass through you or come to your knowledge. All such 
information shall be held byyou in strict confidence andshall not be divulged to any 
personduring yourservices with the 
Companyorthereafter.Intheeventofyouractinginanycontrastorthereafter,theCompan
ywillbeatlibertytoinitiateappropriateproceedings to safeguard theinterests 
oftheCompany. 

 
229. Upontermination,youshallcooperatewiththeCompany,asreasonablyrequestedbytheCo

mpany,toeffectasmoothtransitionofyourresponsibilitiesandensurethattheCompanyisaw
areofallmattersbeinghandledbyyou. 

 
 

 
 
 

230. Upon termination of your employment with the Company for any reason, you shall 
promptly returnto the Company any keys, credit cards, passes, confidential 



 

 

documents or material, or other propertybelonging to the Company, and return all 
writings, files, records, correspondence, notebooks, 
notesandotherdocumentsandthingsincludinganycopiesthereof,containingConfiden
tialInformationorrelating to the business or proposed business of the Company or 
its subsidiaries or affiliates. 
TheCompanyreservestherightnottorelieveyouofyouremploymentintheeventthatallt
heCompany'sdocuments/property/ConfidentialInformationinyourcustodyhavenotb
eenproperlyhandedoverbyyoutoanauthorizedrepresentativeoftheCompany. 

 
231. The Company reserves the right during any period of notice to exclude you from the 

premises of theCompany, or to require youto carry outspecifiedduties at premises 
other than those referred to 
inclause2ofthisletterofOfferandAppointmentLetter,ortocarryoutnoduties,andtoinstructy
ounottocommunicatewithclients,employees,agentsorrepresentativesoftheCompanyunt
ilyouremploymenthasbeenterminated,providedthatyouwillcontinuetobepaidandtoenjoy
normalcontractual benefits during any suchperiod, except in thecase 
ofsuspension.Youwillnot be 
entitledtoengageinanyotheremployment,workorbusinessduringthenoticeperiod. 

 
232. Any breach of the Company's regulations/policies, failure to attain or maintain a 

satisfactory 
workstandardoranymisconductbyanemployeewillberegardedasadisciplinarymatter
andDisciplinaryactionwillbeinitiated accordinglyaspertheCompanyregulations 
/policies. 

 
233. Jurisdiction: Any disputes arising out of and /or related to your employment with 

the Company shallbesubjecttoHyderabadCity Jurisdiction. 
 

 
 

 
AcknowledgementfortheAcceptanceoftheOfferandAppointmentLetter 

 
Iread&understandallTerms&ConditionsrelatingtomyOfferandAppointmentLetteranddeclare
thatIherebyunconditionallyandirrevocablyacceptthesame. 

 
 

Ishallreportfordutyon  
 
Signature: Date: 
 

 

 

 

 

 

 

 



 

 

95.R. Anusha Chowdary 

 

 

 

 



 

 

96 . ABDUL KHADAR 

 

 

 

         Date : 02-11-2023 

 

SERVICE CERTIFICATE 

 

This is to certify that Mr/Ms. ABDUL KHADAR working as a Teacher in 

SRI SRINIVASA DEGREE COLLEGE, VUYYURU since November 2021. 

During the period this is for kind information. She is doing duties very 

sincerely. 

 

 

 
 
 
 
 
 













 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

224 .D.Deepika 

 

 

 

 

 

 

 

 

 



 

 

 

225. J.Deepthi 

 

 

 

 

 

 

 

 

 

 



 

 

226 V.Janaki 

 

 



 

 

227. V.Bhargavi 

 

 

 

 



 

 

228 .Ch. Vimala Kumari 

 

 

 


