
 
Confidentiality of Salary Information 

a. Your salary package is based on, besides your overall experience level in the IT Industry, your 
educational qualifications and the experience and knowledge level assessed at the time of selection, 
particularly in the skill sets relevant. Therefore, the salary package offered to you is peculiar and 
personal to you. Any comparison of the same with the salary packages of other employees, based purely 
on the total experience level in the IT Industry, may be unrealistic, misleading and invidious.  

b. You are required to strictly maintain the secrecy of and ensure that you do not divulge or communicate 
in any manner, any information regarding your remuneration/terms of employment, to any other 
employee of the Company except to your immediate superior. 

c. In a similar way, when deputed to work/interact at the client site, you are expected to maintain full 
confidentiality regarding your salary packages, and are expected not to discuss or disclose the same to 
any member of the client staff, in the interest of maintaining and promoting good and ethical functional 
business relations with our clients.  

Whole Time Employment: You are required not to engage yourself in any other gainful or commercial employment, 

business or activity, part-time or full-time, directly, indirectly, or simultaneously, as long as you are employed with 

the Company, nor engage yourself directly or indirectly, in any other profitable business connected with the dealings 

or activities of the Company in any way. Any action to the contrary would render your services liable for termination, 

notwithstanding any other conditions in the appointment letter.  

Working in shifts: To meet the business needs, you will be required to work in non-regular shifts (morning, afternoon 
and Night shifts) as and when required. 

Inventions / Innovations Rights: The Company reserves its right on any innovations / inventions / discoveries / 
products made / developed during your employment with the Company and you should not make any claims on the 
said innovations / discoveries, etc.  

Deputation: Although your initial place of work is nominated as Bangalore, you may be deputed to work at any one 

of the other locations of the Company, or any of their client sites, whether in USA or elsewhere as and when 

considered necessary, solely at the discretion of the Management.  

Veracity of Information Provided and Antecedents Check: Envision Financial Systems (India) Pvt. Ltd. has engaged 

you on the presumption that the particulars furnished in your resume and testimonials handed over by you are 

correct. In case the said particulars are found to be incorrect or that you have concealed or withheld some other 

relevant facts, your appointment with the Company shall stand terminated/canceled without any notice. Your 

employment with the Company is also subject to satisfactory completion of your reference and educational 

qualification check, and your providing documentary proof of your last drawn salary and work testimonials if any. 

Personal Conduct: The Management shall be at liberty to terminate your service without any notice in the event of:  

a. Insubordination, indiscipline, dishonesty or negligence of duty.  

b. You being unable to attend to your duties effectively on account of prolonged ill health.   

During the period of Investigation into such circumstances, you are liable to be suspended from duty without any 

wages or salary.  

 

 

  



 
Appendix to Letter of Offer – TEN POINT INFORMATION 

1. List of documents, xerox copies of which are to be submitted at the time of joining: 

S. 

No. 

Description  Submitted 

(Y/N) 

1 Appointment Letter of Envision Financial Systems (I) Pvt. Ltd. signed by 

the employee. 

 

2 Degree Certificate: You are requested to produce the final degree 

certificates of your Diploma / Bachelor’s Degree / Master’s Degree / 

others. 

 

3 Mark Sheets: Mark sheets of all semesters must be provided. In case of 

multiple attempts the mark sheets of all attempts must be provided. 

 

4 Salary Proof: Copy of Latest Salary Slip/Salary Certificate/Appointment 

Letter (In that order) 

 

5 Experience Certificate: Please submit an experience letter from your 

former employer indicating: 

• The total years of experience 

• Name and duration of the project 

• Brief description of the project 

• You role in the project 

 

6 Relieving Letter: Please submit a relieving letter from your former 

employer 

 

7 Passport  

8 Photograph: Three passport size photographs  

9 Income Tax Deductions Certificate from previous employer  

           Note: Originals of items 2-7 will be required at the time of joining. These will be returned to the 

employee after  verification. 

2. Initial stay arrangement: Company arranges up to 7 days’ stay in a guest house for the outstation 
candidates. 

 

3. Relocation policy: AC 2-tier train fare for self by shortest route from current location to 
Bangalore 

 

4. Office timings: 
a. Business days: Monday to Friday 
b. 10:00 am to 7:00 pm with a 30 minute lunch break  

[Subject to change depending upon the need to work with the US Office/Project Need] 

c. Please report to the Front Desk Executive at 9:30 AM on the day of joining who will guide 
you further. 



 
 

5. Banking: Company maintains salary accounts for employees with ICICI Bank. 
 

6. Finding an accommodation: 
 

a. Flats/independent houses are available for lease/rent in and around. 
b. Brokers facilitate the process charging one month’s rent as brokerage, which may be 

negotiable 
c. An amount equivalent to 10 months’ rent is usually deposited with the land lord as 

security money which is refunded at the time of termination of the lease. This may be 
planned for by you. 

 

7. School admission for children: Sessions start in June, forms for which are available in the months 
of November-December 

 

8. Office address and telephone number: 
Envision Financial Systems (India) Pvt. Ltd. 

Purva Gainz, Ground Floor, Survey No.9, Beratana Agrahara,  

Hosur Main Road, Next to Audi Showroom, Bangalore – 5600100 

Tele: +91 (80) 41102260 

 

9. Commuting in the city: 
a. The city is well networked by the bus service provided by BMTC. For bus route 

information check up http://www.bmtcinfo.com/index.htm 
b. Private auto rickshaws ply with the meter depicting the fare to be paid.  
 

10. Climate/Culture: Bangalore is the capital of Karnataka. It is called the Garden City for its delicate 
blossoms and greenery that impart a unique beauty to this lovely city. The weather is the city's 
best feature, with pleasant summers and bearable winters. Bangalore is a cosmopolitan city, 
where different cultures and customs exist. More information about the city can be had at 
http://www.bangalorenet.com/index.asp 
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03 Feb 2022 

 

Pranvitha Chikkala 
B-06, Almond Tree Villaments and row houses, 
Kenchenahalli, Yelahanka New Town, Bangalore -560064 
 
                                                                                                                                          

LETTER OF OFFER 
 

Dear Ms. Pranvitha, 

1. On behalf of Envision Financial Systems (India) Private Limited, I am pleased to offer you   
employment as Associate Software Engineer. You are requested to join at the earliest but not later 
than Monday, 07 Feb 2022. 
 

2. Your Gross Annual Compensation package covering all benefits extended by the Company will be    
Rs. 4,30,000. 
 

3. Please be advised that your acceptance of this ‘Letter of Offer’ would signify that you agree to and 
accept all the terms and conditions of employment offered to you as contained in the Company‘s 
‘Appointment Letter’, to be issued to you on your joining the Company.  In this sense, these terms 
and conditions form part of the Letter of Offer.  Therefore, you are advised to go through the 
contents of the Terms and Conditions (given in this letter) that would form part of the Appointment 
Letter to be issued to you on joining. 

 

4. Please acknowledge receipt of this offer by indicating your acceptance on receipt, else this Letter 
of Offer will not be valid. 

 

5. Your acceptance to join would be considered a “Legal Contract”. After acceptance, if you decline 
to join on the agreed date, Envision may suffer financial and other losses which you may be liable to 
pay and Envision may pursue legal proceeding against you to recover the same. Also Envision would 
be obliged to notify your references on your lapse. 

 

6. On the day of joining, please bring the documents listed at Para 1 of Appendix to this Letter of 
Offer. 

 

7. Finally, on behalf of the Management, it gives me great pleasure to extend to you a warm welcome 
into the Envision family, and we look forward to a mutually beneficial and enduring working 
relationship. 

 

Regards, 

 
 
Sundaram Hariharan 
Director 
Envision Financial Systems (I) Pvt Ltd 
 



 
 

TERMS AND CONDITIONS 
 

Probationary Period: You will be on probation for a period up to six months from the date of joining. This may be 
extended based on management discretion. Upon satisfactory completion of the probation period, you will be 
confirmed in the regular cadre of the Company. After completion of probation period, till such time that you are 
intimated in writing regarding your confirmation, you shall continue to be on probation. 

First Performance and Compensation Review: Your first performance review to confirm your appointment will be 
done on a date six months after your date of joining and will be effective from the date of successful completion of 
the probationary period of six months or as may be extended based on management discretion. Your first 
Compensation review will be conducted on 1 Apr 2023. 

Notice Period to be given on Resignation/ Termination of Service : This contract of employment is terminable, 
without reason by either party giving 30 days notice during probationary period and 60 days’ notice on confirmation. 
Envision Financial Systems (India) Private Limited reserves the right to pay or recover salary in lieu of shortfall in 
notice period. Further, the Company may at its discretion relieve you from such date as it may deem fit even prior 
to the expiry of the notice period. However, if the termination is due to any misconduct, the Company reserves the 
right to conduct an enquiry prior to termination.  

Provided, however, that in the event of your unauthorised absence from duties, if it is established by your conduct 
or if the management has bonafide reasons to believe that you have no intentions to resume duties, your services 
with the Company will be terminated upon serving you with a notice to resume work within 15 days of the receipt 
of such notice. You will not be entitled to any salary or allowances for such unauthorised absence. 

Commitments: It should be clear to you that there are no other commitments made by the Company in terms of 

your compensation or otherwise, other than what is mentioned in the appointment letter. 

Income Tax Liability: The Income Tax liability with regards to your salary and perks will be your liability, and will 

be governed by the tax laws of the country as applicable from time to time. 

Service Rules and Regulations: During your employment with the Company, you will be governed by the service 

rules and regulations of the Company in force or as introduced or amended from time to time.  

Professional Ethics: You are required to deal with the Company's money, material and documents with utmost 

honesty and professional ethics. If you are found guilty, at any point of time of moral turpitude or of dishonesty in 

dealing with the Company's money or material or documents or of theft or of misappropriation, regardless of the 

value involved, your services would be terminated with immediate effect, notwithstanding other terms and 

conditions mentioned in the appointment letter. 

Safe Custody of Company Material: You will be responsible for the safekeeping and good condition and order of all 

the Company property entrusted to your care and charge. The Company reserves the right to deduct the cost of such 

articles from your dues, or take such actions as may be deemed proper, in the event of failure to account for such 

property, to our satisfaction.   

Confidentiality of Information: You are expected not to divulge any information regarding Confidential data, 

reports, technology, expertise, R&D activities or any business plans to any one, as this would impair the competitive 

position of Envision Financial Systems (India) Pvt. Ltd. To this effect, you will be expected to sign an Agreement of 

Non-Disclosure with the Company, within one week of your joining. If it is established that the above said information 

is passed on in any manner to anyone (unauthorized person in the premises or outside the premises) during the 

employment, the Company would be free to terminate your services without assigning any reason and without any 

compensation thereof as also would be free to recover damages from you, if any.  

  



 
Confidentiality of Salary Information 

a. Your salary package is based on, besides your overall experience level in the IT Industry, your 
educational qualifications and the experience and knowledge level assessed at the time of selection, 
particularly in the skill sets relevant. Therefore, the salary package offered to you is peculiar and 
personal to you. Any comparison of the same with the salary packages of other employees, based purely 
on the total experience level in the IT Industry, may be unrealistic, misleading and invidious.  

b. You are required to strictly maintain the secrecy of and ensure that you do not divulge or communicate 
in any manner, any information regarding your remuneration/terms of employment, to any other 
employee of the Company except to your immediate superior. 

c. In a similar way, when deputed to work/interact at the client site, you are expected to maintain full 
confidentiality regarding your salary packages, and are expected not to discuss or disclose the same to 
any member of the client staff, in the interest of maintaining and promoting good and ethical functional 
business relations with our clients.  

Whole Time Employment: You are required not to engage yourself in any other gainful or commercial employment, 

business or activity, part-time or full-time, directly, indirectly, or simultaneously, as long as you are employed with 

the Company, nor engage yourself directly or indirectly, in any other profitable business connected with the dealings 

or activities of the Company in any way. Any action to the contrary would render your services liable for termination, 

notwithstanding any other conditions in the appointment letter.  

Working in shifts: To meet the business needs, you may be required to work in non-regular shifts (morning, afternoon 
and Night shifts) as and when required. 

Inventions / Innovations Rights: The Company reserves its right on any innovations / inventions / discoveries / 
products made / developed during your employment with the Company and you should not make any claims on the 
said innovations / discoveries, etc.  

Deputation: Although your initial place of work is nominated as Bangalore, you may be deputed to work at any one 

of the other locations of the Company, or any of their client sites, whether in USA or elsewhere as and when 

considered necessary, solely at the discretion of the Management.  

Veracity of Information Provided and Antecedents Check: Envision Financial Systems (India) Pvt. Ltd. has engaged 

you on the presumption that the particulars furnished in your resume and testimonials handed over by you are 

correct. In case the said particulars are found to be incorrect or that you have concealed or withheld some other 

relevant facts, your appointment with the Company shall stand terminated/canceled without any notice. Your 

employment with the Company is also subject to satisfactory completion of your reference and educational 

qualification check, and your providing documentary proof of your last drawn salary and work testimonials if any. 

Personal Conduct: The Management shall be at liberty to terminate your service without any notice in the event of:  

a. Insubordination, indiscipline, dishonesty or negligence of duty.  

b. You being unable to attend to your duties effectively on account of prolonged ill health.   

During the period of Investigation into such circumstances, you are liable to be suspended from duty without any 

wages or salary.  

 

 

  



 
Appendix to Letter of Offer – TEN POINT INFORMATION 

1. List of documents, xerox copies of which are to be submitted at the time of joining: 

S. 

No. 

Description  Submitted 

(Y/N) 

1 Appointment Letter of Envision Financial Systems (I) Pvt. Ltd. signed by 

the employee. 

 

2 Degree Certificate: You are requested to produce the final degree 

certificates of your Diploma / Bachelor’s Degree / Master’s Degree / 

others. 

 

3 Mark Sheets: Mark sheets of all semesters must be provided. In case of 

multiple attempts the mark sheets of all attempts must be provided. 

 

4 Salary Proof: Copy of Latest Salary Slip/Salary Certificate/Appointment 

Letter (In that order) 

 

5 Experience Certificate: Please submit an experience letter from your 

former employer indicating: 

• The total years of experience 

• Name and duration of the project 

• Brief description of the project 

• You role in the project 

 

6 Relieving Letter: Please submit a relieving letter from your former 

employer 

 

7 Passport  

8 Photograph: Three passport size photographs  

9 Income Tax Deductions Certificate from previous employer  

           Note: Originals of items 2-7 will be required at the time of joining. These will be returned to the 

employee after  verification. 

2. Initial stay arrangement: Company arranges up to 7 days’ stay in a guest house for the outstation 
candidates. 

 

3. Relocation policy: AC 2-tier train fare for self by shortest route from current location to 
Bangalore 

 

4. Office timings: 
a. Business days: Monday to Friday 
b. 10:00 am to 7:00 pm with a 30 minute lunch break  

[Subject to change depending upon the need to work with the US Office/Project Need] 

c. Please report to the Front Desk Executive at 9:30 AM on the day of joining who will guide 
you further. 



 
 

5. Banking: Company maintains salary accounts for employees with ICICI Bank. 
 

6. Finding an accommodation: 
 

a. Flats/independent houses are available for lease/rent in and around. 
b. Brokers facilitate the process charging one month’s rent as brokerage, which may be 

negotiable 
c. An amount equivalent to 10 months’ rent is usually deposited with the land lord as 

security money which is refunded at the time of termination of the lease. This may be 
planned for by you. 

 

7. School admission for children: Sessions start in June, forms for which are available in the months 
of November-December 

 

8. Office address and telephone number: 
Envision Financial Systems (India) Pvt. Ltd. 

Purva Gainz, Ground Floor, Survey No.9, Beratana Agrahara,  

Hosur Main Road, Next to Audi Showroom, Bangalore – 5600100 

Tele: +91 (80) 41102260 

 

9. Commuting in the city: 
a. The city is well networked by the bus service provided by BMTC. For bus route 

information check up http://www.bmtcinfo.com/index.htm 
b. Private auto rickshaws ply with the meter depicting the fare to be paid.  
 

10. Climate/Culture: Bangalore is the capital of Karnataka. It is called the Garden City for its delicate 
blossoms and greenery that impart a unique beauty to this lovely city. The weather is the city's 
best feature, with pleasant summers and bearable winters. Bangalore is a cosmopolitan city, 
where different cultures and customs exist. More information about the city can be had at 
http://www.bangalorenet.com/index.asp 
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OHEALER HEALTHCARE SERVICES PVT. LTD.

Date: 2nd February 2022

To,

OBI CHETHAN

Phone No: +91 7981555158

Email ID:201810101695@presidencyuniversity.in

Sub: Offer Letter

Dear OBI CHETHAN, We are pleased to offer the position of Business Development
Associate with Ohealer Healthcare Services Private Limited. Your effective date of
employment will commence from 7th February 2022 subject to your acceptance of this
offer letter.

1. Posting

Your place of posting shall be in Bangalore (RT Nagar), India.

2. Emoluments

You shall be employed with the company with an initial Total Annual CTC of INR
6,00,000/- (Rupees Six Lakhs Only) with:

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per
Annum. The Breakup of the Fixed component will be given in Annexure 1.

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid
after completion of 1 month with us.

3. Perquisites and Conditions

Along with the above you shall also be eligible / entitled for leave, bonus and other
benefits as per the company’s policy.

You shall be governed at all times by the policies procedures and rules of the company
related to the salary, allowance, benefits and perquisites, further the company may
modify or change such allowances, benefits and prerequisites from time to time in
accordance with its policies.

Employment and benefits begin only after you have signed the document and it has been
received by the undersigned/ HR Department subject further to you joining the office
at Bangalore. All emoluments given below are acceptable after joining.

4. Probation

You shall be initially under probation for a period of 6 (Six) months from the date of
joining. Your period of probation will continue until you are expressly confirmed in the
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OHEALER HEALTHCARE SERVICES PVT. LTD.
regular services of the company. Your confirmation into the company is based purely on
your performance.

5. Provident Funds

You shall participate in the company’s provident Fund scheme as per the company’s
policy.

6. Gratuities

Gratuity when implemented and applicable, you shall be covered as per the payment of
gratuity act.

7. Leaves

Sl. No. Type of Leave No.of Days in
Calendar Year

Eligibility & Remarks

1 Casual 6 Eligible from date of joining on pro rata
basis
Credited every year on 1st January and
will carry forward to next year.
Not en-cashable.
Leave can be used for emergency/ to
meet family commitment/ social
obligation purposes.
Can be availed for minimum of half a
day and maximum of 1 day at a time.

2 Medical/ Sick 6 Applicable only in special cases.
Detailed medical reports need to be
provided to avail of this special leave.

3 Earned/ Privilege 1 day for every 20
working days ( total
15 days a year)

Eligible from date of confirmation on a
pro rata basis.
Credited every year on Jan 1st with
arrears.
Maximum carry forward up to 12 days,
beyond which leave lapses
Normally, leave is to be sanctioned a
minimum 15 days before proceeding on
leave.
Can be availed for a minimum of 2 days

4 Maternity 17 weeks/ 120 days
at a time

Eligible for Female employees only

5
Loss of pay Maximum of 10

days
To be availed when no other leave is
available can be availed only for
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OHEALER HEALTHCARE SERVICES PVT. LTD.
emergency situations. Permission of
Manager needed.

Note: Leaves on probation will be on LOP.

8. Annual Reviews

Your salary will be revised on an annual basis depending purely on your performance.
Your increments are discretionary and will be subject to and on the basis of effectiveness
and results during the review period by your appraiser.

9. Office Travel / tour

You may be required to travel to other locations as and when required by the company
from time to time.

10. Transfers

You may be transferred to any place of business of the company as existing / operating
presently or acquired later in any part of India or abroad at any time. You may also be
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries
or any other companies, organizations, firms.

11. Whole Time Service / Employment

While you are in the service/ employment of the company, you shall not engage or
associate directly or indirectly in any other manner, whatsoever or in any post or work
part-time. You are required to devote full time attention and use your skills to the best of
the ability for the business of the company and shall not directly or indirectly be
connected / concerned, employed or engaged in any other business or activities
whatsoever, without the prior written permission of the company and shall not accept
any emoluments, commission or honoraria whatsoever from any other party.

12. Working Hours

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday,
The same is subject to change at the discretion of the employer. However, you may also
be required to work on weekly off / holidays if there is any urgent need for your
presence.

14. Confidentiality, Proprietary Information

During your employment with the company you will or may receive confidential
information, which is of use to the company or its subsidiaries etc. you therefore agree
to abide by the following terms and conditions.

Your employment with the company creates a relationship of confidence and trust
between you and the company, with respect to certain information, proprietary of trade
secret nature.

For the purpose of this agreement, all such confidential, proprietary information will be
treated as proprietary information.
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OHEALER HEALTHCARE SERVICES PVT. LTD.

15. Non-disclosure and exclusivity

You shall not disclose, except under legal obligation, to any party or company or in any
way make it known to general public any trade secret, invention, innovation or dealings
of the company or any connected proprietary information of the company at any time
during your employment with the company or even upon you separating from the
services of the company.

documents Plans, photos, correspondence, instructions, information, programs, codes
(source code / object code) etc. that pass through you or come to your knowledge shall
be treated as confidential and you are bound not to divulge, pass over to any one or any
entity or otherwise deal in any similar manner or take them out of the company
premises without prior permission of the authorised person of the company in this regard
and except in rightful discharge of your duty assigned to you by the company.

In the event of your separation from the services of the company shall promptly disclose
all inventions and shall surrender possession of all such inventions, trade secrets or other
equivalents.

16. Cyber crimes

You shall not divulge either by yourself or in association with others, either through the
facility of the company or otherwise, in any cyber crime or any related activity which is
deemed to be a crime under any law for the time being in force. While in employment
with the company you shall promptly report all such activities that may come to your
knowledge and shall not be an accomplice to such activities in any manner. You shall not
logon to download or get connected to any obscene or prohibited internet sites, during
the working hours of the company.

17. Company’s Property

You shall always maintain in good condition the company’s property, which may be
entrusted to you for official use during the course of your employment and shall return
the same to the company immediately upon relinquishment of your services, failing
which the company shall recover the cost of the same.

18. Non Acceptance of Favours

You shall not borrow or accept any gifts, rewards and compensation for your personal
gain from any person or otherwise place yourself under pecuniary obligation to any
person with whom the company may be having official dealings. Normal company’s
giveaways, promotional gifts, which are of very nominal value, are fine.
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OHEALER HEALTHCARE SERVICES PVT. LTD.

19. Service Conditions

You shall be governed by the rules, regulations, policies and practices framed by the
company from time to time; you shall not be governed by the statutory laws enacted by
the local authorities, state or central government as applicable to you from time to time.

20. Notice Period

In the event of an employee deciding to separate from the services of the company, you
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues
certificate needs to be obtained from all the department heads and submit it to the HR
department for smooth proceedings of the relieving formalities not less than 7 (Seven)
days before the date of relieving. During the probation period, the employer may
terminate the services of the employee without cause, with a notice period of 7 days or
pay in lieu thereof which may be extended at the discretion of the employer.

21. Additions / Alterations

You shall in addition to the general service conditions as specifically stated herein above
be governed by other rules, regulations, practices, systems, procedures and policies as
are in force or may be added by the company from time to time.

For Ohealer Healthcare Services Pvt. Ltd

Authorised Signatory

I,OBI CHETHAN, have read and understood the appointment order and all the terms and
conditions governing my services/employment with the organization and the same are
acceptable to me in totality.

Signature: ________________________________

Date:

Place: Bangalore.
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OHEALER HEALTHCARE SERVICES PVT. LTD.

Annexure 1

Salary Breakup
Fixed

Annual CTC
Fixed

Monthly CTC

Basic Allowance 150,000 12,500

House Rent Allowance 75,000 6,250

Other Allowances 75,000 6,250

Total 3,00,000 25,000

Provident Fund Contribution 21,600 1,800

Professional Tax 2,400 200

Total Deductions 24,000 2,000

Net Remuneration 2,76,000 23,000

Variable Annual CTC of upto 3 Lakh will depend on Performance of the
employee.

Note: TDS will be deducted based on the Employee's Investment Declaration.

Page 6 of 6



OHEALER HEALTHCARE SERVICES PVT. LTD. 
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                                                                                          Date: 2nd February 2022 

To, 

Parvathi M 

Phone No: +919742452927 

Email ID: 201810100531@presidencyuniversity.in  

 

Sub: Offer Letter   

Dear Parvathi M, We are pleased to offer the position of Business Development 
Associate with Ohealer Healthcare Services Private Limited. Your effective date of 
employment will commence from 7th February 2022 subject to your acceptance of this 
offer letter.  

 

1. Posting 

Your place of posting shall be in Bangalore (Bannerghatta Road), India. 

2. Emoluments  

You shall be employed with the company with an initial Total Annual CTC of INR 
6,00,000/- (Rupees Six Lakhs Only) with: 

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable 
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per 
Annum. The Breakup of the fixed component will be given in Annexure 1.  

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid 
after completion of 1 month with us. 
 

3. Perquisites and Conditions 

Along with the above you shall also be eligible / entitled for leave, bonus and other 
benefits as per the company’s policy. 

You shall be governed at all times by the policies procedures and rules of the company 
related to the salary, allowance, benefits and perquisites, further the company may 
modify or change such allowances, benefits and prerequisites from time to time in 
accordance with its policies. 

Employment and benefits begin only after you have signed the document and it has 
been received by the undersigned/ HR Department subject further to you joining the 
office at Bangalore. All emoluments given below are acceptable after joining.  

4. Probation 

You shall be initially under probation for a period of 6 (Six) months from the date of 
joining. Your period of probation will continue until you are expressly confirmed in the 



OHEALER HEALTHCARE SERVICES PVT. LTD. 
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regular services of the company. Your confirmation into the company is based purely on 
your performance. 

5. Provident Funds 

You shall participate in the company’s provident Fund scheme as per the company’s 
policy. 

6. Gratuities 

Gratuity when implemented and applicable, you shall be covered as per the payment of 
gratuity act. 

7. Leaves 

Sl. No.  Type of Leave No. of Days in 
Calendar Year 

Eligibility & Remarks 

1 Casual 6 Eligible from date of joining on pro rata 
basis 
Credited every year on 1st January and 
will carry forward to next year. 
Not en-cashable. 
Leave can be used for emergency/ to 
meet family commitment/ social 
obligation purposes. 
Can be availed for minimum of half a 
day and maximum of 1 day at a time. 

2 Medical/ Sick 6 Applicable only in special cases. 
Detailed medical reports need to be 
provided to avail of this special leave. 

3 Earned/ Privilege  1 day for every 20 
working days ( total 
15 days a year)  

Eligible from date of confirmation on a 
pro rata basis. 
Credited every year on Jan 1st with 
arrears. 
Maximum carry forward up to 12 days, 
beyond which leave lapses 
Normally, leave is to be sanctioned a 
minimum 15 days before proceeding on 
leave. 
Can be availed for a minimum of 2 days 
 

4 Maternity 17 weeks/ 120 days 
at a time 

Eligible for Female employees only 

 
5 

Loss of pay Maximum of  10 
days 

To be availed when no other leave is 
available can be availed only for 
emergency situations. Permission of 
Manager needed. 

 

Note:  Leaves on probation will be on LOP. 
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8. Annual Reviews 

Your salary will be revised on an annual basis depending purely on your performance. 
Your increments are discretionary and will be subject to and on the basis of effectiveness 
and results during the review period by your appraiser. 

9. Office Travel / tour 

You may be required to travel to other locations as and when required by the company 
from time to time. 

10. Transfers 

You may be transferred to any place of business of the company as existing / operating 
presently or acquired later in any part of India or abroad at any time. You may also be 
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries 
or any other companies, organizations, firms. 

11. Whole Time Service / Employment  

While you are in the service/ employment of the company, you shall not engage or 
associate directly or indirectly in any other manner, whatsoever or in any post or work 
part-time. You are required to devote full time attention and use your skills to the best 
of the ability for the business of the company and shall not directly or indirectly be 
connected / concerned, employed or engaged in any other business or activities 
whatsoever, without the prior written permission of the company and shall not accept 
any emoluments, commission or honoraria whatsoever from any other party. 

12. Working Hours 

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday, 
The same is subject to change at the discretion of the employer. However, you may also 
be required to work on weekly off / holidays if there is any urgent need for your 
presence. 

14. Confidentiality, Proprietary Information 

During your employment with the company you will or may receive confidential 
information, which is of use to the company or its subsidiaries etc. you therefore agree 
to abide by the following terms and conditions. 

Your employment with the company creates a relationship of confidence and trust 
between you and the company, with respect to certain information, proprietary of trade 
secret nature. 

For the purpose of this agreement, all such confidential, proprietary information will be 
treated as proprietary information. 

15. Non-disclosure and exclusivity 

You shall not disclose, except under legal obligation, to any party or company or in any 
way make it known to general public any trade secret, invention, innovation or dealings 
of the company or any connected proprietary information of the company at any time 
during your employment with the company or even upon you separating from the 
services of the company. 
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Documents Plans, photos, correspondence, instructions, information, programs, codes 
(source code / object code) etc. that pass through you or come to your knowledge shall 
be treated as confidential and you are bound not to divulge, pass over to any one or any 
entity or otherwise deal in any similar manner or take them out of the company 
premises without prior permission of the authorised person of the company in this regard 
and except in rightful discharge of your duty assigned to you by the company. 

In the event of your separation from the services of the company shall promptly disclose 
all inventions and shall surrender possession of all such inventions, trade secrets or 
other equivalents.  

16. Cyber crimes 

You shall not divulge either by yourself or in association with others, either through the 
facility of the company or otherwise, in any cyber-crime or any related activity which is 
deemed to be a crime under any law for the time being in force. While in employment 
with the company you shall promptly report all such activities that may come to your 
knowledge and shall not be an accomplice to such activities in any manner. You shall not 
logon to download or get connected to any obscene or prohibited internet sites, during 
the working hours of the company. 

17. Company’s Property 

You shall always maintain in good condition the company’s property, which may be 
entrusted to you for official use during the course of your employment and shall return 
the same to the company immediately upon relinquishment of your services, failing 
which the company shall recover the cost of the same. 

18. Non Acceptance of Favours 

You shall not borrow or accept any gifts, rewards and compensation for your personal 
gain from any person or otherwise place yourself under pecuniary obligation to any 
person with whom the company may be having official dealings. Normal company’s 
giveaways, promotional gifts, which are of very nominal value, are fine. 

19. Service Conditions 

You shall be governed by the rules, regulations, policies and practices framed by the 
company from time to time; you shall not be governed by the statutory laws enacted by 
the local authorities, state or central government as applicable to you from time to time. 

20. Notice Period 

In the event of an employee deciding to separate from the services of the company, you 
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues 
certificate needs to be obtained from all the department heads and submit it to the HR 
department for smooth proceedings of the relieving formalities not less than 7  (Seven) 
days before the date of relieving. During the probation period, the employer may 
terminate the services of the employee without cause, with a notice period of 7 days or 
pay in lieu thereof which may be extended at the discretion of the employer. 
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21. Additions / Alterations 

You shall in addition to the general service conditions as specifically stated herein above 
be governed by other rules, regulations, practices, systems, procedures and policies as 
are in force or may be added by the company from time to time.  

 

For Ohealer Healthcare Services Pvt. Ltd 

 

Authorised Signatory 

 
I, Parvathi M, have read and understood the appointment order and all the terms and 
conditions governing my services/employment with the organization and the same are 
acceptable to me in totality.  

 
 
Signature: ________________________________ 
 
 
Date:  
 
Place: Bangalore. 
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Annexure 1 

Salary Breakup 
Fixed Annual 

CTC 

Fixed Monthly 
CTC 

Basic Allowance 150,000 12,500 

House Rent Allowance 75,000 6,250 

Other Allowances 75,000 6,250 

Total 3,00,000 25,000 

Provident Fund Contribution 21,600 1,800 

Professional Tax 2,400 200 

Total Deductions 24,000 2,000 

Net Remuneration 2,76,000 23,000 

 
Variable Annual CTC of upto 3 Lakh will depend on Performance of the 
employee. 
 
Note: TDS will be deducted based on the Employee's Investment Declaration. 
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                                                                                          Date: 2nd February 2022 

To, 

Yallappa Siddappa Walikar 

Phone No: +91 6360740978 

Email ID: 201911100011@presidencyuniversity.in  

 

Sub: Offer Letter   

Dear Yallappa Siddappa Walikar, We are pleased to offer the position of Business 
Development Associate with Ohealer Healthcare Services Private Limited. Your 
effective date of employment will commence from 7th February 2022 subject to your 
acceptance of this offer letter.  

 

1. Posting 

Your place of posting shall be in Bangalore (RT Nagar), India. 

2. Emoluments  

You shall be employed with the company with an initial Total Annual CTC of INR 
6,00,000/- (Rupees Six Lakhs Only) with: 

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable 
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per 
Annum. The Breakup of the fixed component will be given in Annexure 1.  

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid 
after completion of 1 month with us. 
 

3. Perquisites and Conditions 

Along with the above you shall also be eligible / entitled for leave, bonus and other 
benefits as per the company’s policy. 

You shall be governed at all times by the policies procedures and rules of the company 
related to the salary, allowance, benefits and perquisites, further the company may 
modify or change such allowances, benefits and prerequisites from time to time in 
accordance with its policies. 

Employment and benefits begin only after you have signed the document and it has 
been received by the undersigned/ HR Department subject further to you joining the 
office at Bangalore. All emoluments given below are acceptable after joining.  

4. Probation 

You shall be initially under probation for a period of 6 (Six) months from the date of 
joining. Your period of probation will continue until you are expressly confirmed in the 
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regular services of the company. Your confirmation into the company is based purely on 
your performance. 

5. Provident Funds 

You shall participate in the company’s provident Fund scheme as per the company’s 
policy. 

6. Gratuities 

Gratuity when implemented and applicable, you shall be covered as per the payment of 
gratuity act. 

7. Leaves 

Sl. No.  Type of Leave No. of Days in 
Calendar Year 

Eligibility & Remarks 

1 Casual 6 Eligible from date of joining on pro rata 
basis 
Credited every year on 1st January and 
will carry forward to next year. 
Not en-cashable. 
Leave can be used for emergency/ to 
meet family commitment/ social 
obligation purposes. 
Can be availed for minimum of half a 
day and maximum of 1 day at a time. 

2 Medical/ Sick 6 Applicable only in special cases. 
Detailed medical reports need to be 
provided to avail of this special leave. 

3 Earned/ Privilege  1 day for every 20 
working days ( total 
15 days a year)  

Eligible from date of confirmation on a 
pro rata basis. 
Credited every year on Jan 1st with 
arrears. 
Maximum carry forward up to 12 days, 
beyond which leave lapses 
Normally, leave is to be sanctioned a 
minimum 15 days before proceeding on 
leave. 
Can be availed for a minimum of 2 days 
 

4 Maternity 17 weeks/ 120 days 
at a time 

Eligible for Female employees only 

 
5 

Loss of pay Maximum of  10 
days 

To be availed when no other leave is 
available can be availed only for 
emergency situations. Permission of 
Manager needed. 

 

Note:  Leaves on probation will be on LOP. 
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8. Annual Reviews 

Your salary will be revised on an annual basis depending purely on your performance. 
Your increments are discretionary and will be subject to and on the basis of effectiveness 
and results during the review period by your appraiser. 

9. Office Travel / tour 

You may be required to travel to other locations as and when required by the company 
from time to time. 

10. Transfers 

You may be transferred to any place of business of the company as existing / operating 
presently or acquired later in any part of India or abroad at any time. You may also be 
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries 
or any other companies, organizations, firms. 

11. Whole Time Service / Employment  

While you are in the service/ employment of the company, you shall not engage or 
associate directly or indirectly in any other manner, whatsoever or in any post or work 
part-time. You are required to devote full time attention and use your skills to the best 
of the ability for the business of the company and shall not directly or indirectly be 
connected / concerned, employed or engaged in any other business or activities 
whatsoever, without the prior written permission of the company and shall not accept 
any emoluments, commission or honoraria whatsoever from any other party. 

12. Working Hours 

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday, 
The same is subject to change at the discretion of the employer. However, you may also 
be required to work on weekly off / holidays if there is any urgent need for your 
presence. 

14. Confidentiality, Proprietary Information 

During your employment with the company you will or may receive confidential 
information, which is of use to the company or its subsidiaries etc. you therefore agree 
to abide by the following terms and conditions. 

Your employment with the company creates a relationship of confidence and trust 
between you and the company, with respect to certain information, proprietary of trade 
secret nature. 

For the purpose of this agreement, all such confidential, proprietary information will be 
treated as proprietary information. 

15. Non-disclosure and exclusivity 

You shall not disclose, except under legal obligation, to any party or company or in any 
way make it known to general public any trade secret, invention, innovation or dealings 
of the company or any connected proprietary information of the company at any time 
during your employment with the company or even upon you separating from the 
services of the company. 
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Documents Plans, photos, correspondence, instructions, information, programs, codes 
(source code / object code) etc. that pass through you or come to your knowledge shall 
be treated as confidential and you are bound not to divulge, pass over to any one or any 
entity or otherwise deal in any similar manner or take them out of the company 
premises without prior permission of the authorised person of the company in this regard 
and except in rightful discharge of your duty assigned to you by the company. 

In the event of your separation from the services of the company shall promptly disclose 
all inventions and shall surrender possession of all such inventions, trade secrets or 
other equivalents.  

16. Cyber crimes 

You shall not divulge either by yourself or in association with others, either through the 
facility of the company or otherwise, in any cyber-crime or any related activity which is 
deemed to be a crime under any law for the time being in force. While in employment 
with the company you shall promptly report all such activities that may come to your 
knowledge and shall not be an accomplice to such activities in any manner. You shall not 
logon to download or get connected to any obscene or prohibited internet sites, during 
the working hours of the company. 

17. Company’s Property 

You shall always maintain in good condition the company’s property, which may be 
entrusted to you for official use during the course of your employment and shall return 
the same to the company immediately upon relinquishment of your services, failing 
which the company shall recover the cost of the same. 

18. Non Acceptance of Favours 

You shall not borrow or accept any gifts, rewards and compensation for your personal 
gain from any person or otherwise place yourself under pecuniary obligation to any 
person with whom the company may be having official dealings. Normal company’s 
giveaways, promotional gifts, which are of very nominal value, are fine. 

19. Service Conditions 

You shall be governed by the rules, regulations, policies and practices framed by the 
company from time to time; you shall not be governed by the statutory laws enacted by 
the local authorities, state or central government as applicable to you from time to time. 

20. Notice Period 

In the event of an employee deciding to separate from the services of the company, you 
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues 
certificate needs to be obtained from all the department heads and submit it to the HR 
department for smooth proceedings of the relieving formalities not less than 7  (Seven) 
days before the date of relieving. During the probation period, the employer may 
terminate the services of the employee without cause, with a notice period of 7 days or 
pay in lieu thereof which may be extended at the discretion of the employer. 
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21. Additions / Alterations 

You shall in addition to the general service conditions as specifically stated herein above 
be governed by other rules, regulations, practices, systems, procedures and policies as 
are in force or may be added by the company from time to time.  

 

For Ohealer Healthcare Services Pvt. Ltd 

 

Authorised Signatory 

 
I, Yallappa Siddappa Walikar, have read and understood the appointment order and all 
the terms and conditions governing my services/employment with the organization and 
the same are acceptable to me in totality.  

 
 
Signature: ________________________________ 
 
 
Date:  
 
Place: Bangalore. 
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Annexure 1 

Salary Breakup 
Fixed Annual 

CTC 

Fixed Monthly 
CTC 

Basic Allowance 150,000 12,500 

House Rent Allowance 75,000 6,250 

Other Allowances 75,000 6,250 

Total 3,00,000 25,000 

Provident Fund Contribution 21,600 1,800 

Professional Tax 2,400 200 

Total Deductions 24,000 2,000 

Net Remuneration 2,76,000 23,000 

 
Variable Annual CTC of upto 3 Lakh will depend on Performance of the 
employee. 
 
Note: TDS will be deducted based on the Employee's Investment Declaration. 
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Date: 2nd February 2022

To,

Thallam Mysuraiah Setty

Phone No: +917337522306

Email ID:201810101745@presidencyuniversity.in

Sub: Offer Letter

Dear Thallam Mysuraiah Setty, We are pleased to offer the position of Business
Development Associate with Ohealer Healthcare Services Private Limited. Your
effective date of employment will commence from 7th February 2022 subject to your
acceptance of this offer letter.

1. Posting

Your place of posting shall be in Bangalore (RT Nagar), India.

2. Emoluments

You shall be employed with the company with an initial Total Annual CTC of INR
6,00,000/- (Rupees Six Lakhs Only) with:

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per
Annum. The Breakup of the Fixed component will be given in Annexure 1.

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid
after completion of 1 month with us.

3. Perquisites and Conditions

Along with the above you shall also be eligible / entitled for leave, bonus and other
benefits as per the company’s policy.

You shall be governed at all times by the policies procedures and rules of the company
related to the salary, allowance, benefits and perquisites, further the company may
modify or change such allowances, benefits and prerequisites from time to time in
accordance with its policies.

Employment and benefits begin only after you have signed the document and it has been
received by the undersigned/ HR Department subject further to you joining the office
at Bangalore. All emoluments given below are acceptable after joining.

4. Probation

You shall be initially under probation for a period of 6 (Six) months from the date of
joining. Your period of probation will continue until you are expressly confirmed in the
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regular services of the company. Your confirmation into the company is based purely on
your performance.

5. Provident Funds

You shall participate in the company’s provident Fund scheme as per the company’s
policy.

6. Gratuities

Gratuity when implemented and applicable, you shall be covered as per the payment of
gratuity act.

7. Leaves

Sl. No. Type of Leave No.of Days in
Calendar Year

Eligibility & Remarks

1 Casual 6 Eligible from date of joining on pro rata
basis
Credited every year on 1st January and
will carry forward to next year.
Not en-cashable.
Leave can be used for emergency/ to
meet family commitment/ social
obligation purposes.
Can be availed for minimum of half a
day and maximum of 1 day at a time.

2 Medical/ Sick 6 Applicable only in special cases.
Detailed medical reports need to be
provided to avail of this special leave.

3 Earned/ Privilege 1 day for every 20
working days ( total
15 days a year)

Eligible from date of confirmation on a
pro rata basis.
Credited every year on Jan 1st with
arrears.
Maximum carry forward up to 12 days,
beyond which leave lapses
Normally, leave is to be sanctioned a
minimum 15 days before proceeding on
leave.
Can be availed for a minimum of 2 days

4 Maternity 17 weeks/ 120 days
at a time

Eligible for Female employees only

5
Loss of pay Maximum of 10

days
To be availed when no other leave is
available can be availed only for
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emergency situations. Permission of
Manager needed.

Note: Leaves on probation will be on LOP.

8. Annual Reviews

Your salary will be revised on an annual basis depending purely on your performance.
Your increments are discretionary and will be subject to and on the basis of effectiveness
and results during the review period by your appraiser.

9. Office Travel / tour

You may be required to travel to other locations as and when required by the company
from time to time.

10. Transfers

You may be transferred to any place of business of the company as existing / operating
presently or acquired later in any part of India or abroad at any time. You may also be
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries
or any other companies, organizations, firms.

11. Whole Time Service / Employment

While you are in the service/ employment of the company, you shall not engage or
associate directly or indirectly in any other manner, whatsoever or in any post or work
part-time. You are required to devote full time attention and use your skills to the best of
the ability for the business of the company and shall not directly or indirectly be
connected / concerned, employed or engaged in any other business or activities
whatsoever, without the prior written permission of the company and shall not accept
any emoluments, commission or honoraria whatsoever from any other party.

12. Working Hours

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday,
The same is subject to change at the discretion of the employer. However, you may also
be required to work on weekly off / holidays if there is any urgent need for your
presence.

14. Confidentiality, Proprietary Information

During your employment with the company you will or may receive confidential
information, which is of use to the company or its subsidiaries etc. you therefore agree
to abide by the following terms and conditions.

Your employment with the company creates a relationship of confidence and trust
between you and the company, with respect to certain information, proprietary of trade
secret nature.

For the purpose of this agreement, all such confidential, proprietary information will be
treated as proprietary information.
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15. Non-disclosure and exclusivity

You shall not disclose, except under legal obligation, to any party or company or in any
way make it known to general public any trade secret, invention, innovation or dealings
of the company or any connected proprietary information of the company at any time
during your employment with the company or even upon you separating from the
services of the company.

documents Plans, photos, correspondence, instructions, information, programs, codes
(source code / object code) etc. that pass through you or come to your knowledge shall
be treated as confidential and you are bound not to divulge, pass over to any one or any
entity or otherwise deal in any similar manner or take them out of the company
premises without prior permission of the authorised person of the company in this regard
and except in rightful discharge of your duty assigned to you by the company.

In the event of your separation from the services of the company shall promptly disclose
all inventions and shall surrender possession of all such inventions, trade secrets or other
equivalents.

16. Cyber crimes

You shall not divulge either by yourself or in association with others, either through the
facility of the company or otherwise, in any cyber crime or any related activity which is
deemed to be a crime under any law for the time being in force. While in employment
with the company you shall promptly report all such activities that may come to your
knowledge and shall not be an accomplice to such activities in any manner. You shall not
logon to download or get connected to any obscene or prohibited internet sites, during
the working hours of the company.

17. Company’s Property

You shall always maintain in good condition the company’s property, which may be
entrusted to you for official use during the course of your employment and shall return
the same to the company immediately upon relinquishment of your services, failing
which the company shall recover the cost of the same.

18. Non Acceptance of Favours

You shall not borrow or accept any gifts, rewards and compensation for your personal
gain from any person or otherwise place yourself under pecuniary obligation to any
person with whom the company may be having official dealings. Normal company’s
giveaways, promotional gifts, which are of very nominal value, are fine.
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19. Service Conditions

You shall be governed by the rules, regulations, policies and practices framed by the
company from time to time; you shall not be governed by the statutory laws enacted by
the local authorities, state or central government as applicable to you from time to time.

20. Notice Period

In the event of an employee deciding to separate from the services of the company, you
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues
certificate needs to be obtained from all the department heads and submit it to the HR
department for smooth proceedings of the relieving formalities not less than 7 (Seven)
days before the date of relieving. During the probation period, the employer may
terminate the services of the employee without cause, with a notice period of 7 days or
pay in lieu thereof which may be extended at the discretion of the employer.

21. Additions / Alterations

You shall in addition to the general service conditions as specifically stated herein above
be governed by other rules, regulations, practices, systems, procedures and policies as
are in force or may be added by the company from time to time.

For Ohealer Healthcare Services Pvt. Ltd

Authorised Signatory

I,Thallam Mysuraiah Setty, have read and understood the appointment order and all the
terms and conditions governing my services/employment with the organization and the
same are acceptable to me in totality.

Signature: ________________________________

Date:

Place: Bangalore.
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Annexure 1

Salary Breakup
Fixed

Annual CTC
Fixed

Monthly CTC

Basic Allowance 150,000 12,500

House Rent Allowance 75,000 6,250

Other Allowances 75,000 6,250

Total 3,00,000 25,000

Provident Fund Contribution 21,600 1,800

Professional Tax 2,400 200

Total Deductions 24,000 2,000

Net Remuneration 2,76,000 23,000

Variable Annual CTC of upto 3 Lakh will depend on Performance of the
employee.

Note: TDS will be deducted based on the Employee's Investment Declaration.
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                                 Offer / Appointment Letter   
  

Dear Suddala Guru Prasad,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  
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                                                                                          Date: 2nd February 2022 

To, 

Ashen S 

Phone No: +91 7373477253 

Email ID: 201911100120@presidencyuniversity.in  

 

Sub: Offer Letter   

Dear Ashen S, We are pleased to offer the position of Business Development 
Associate with Ohealer Healthcare Services Private Limited. Your effective date of 
employment will commence from 7th February 2022 subject to your acceptance of this 
offer letter.  

 

1. Posting 

Your place of posting shall be in Bangalore (Bommanahalli), India. 

2. Emoluments  

You shall be employed with the company with an initial Total Annual CTC of INR 
6,00,000/- (Rupees Six Lakhs Only) with: 

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable 
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per 
Annum. The Breakup of the fixed component will be given in Annexure 1.  

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid 
after completion of 1 month with us. 
 

3. Perquisites and Conditions 

Along with the above you shall also be eligible / entitled for leave, bonus and other 
benefits as per the company’s policy. 

You shall be governed at all times by the policies procedures and rules of the company 
related to the salary, allowance, benefits and perquisites, further the company may 
modify or change such allowances, benefits and prerequisites from time to time in 
accordance with its policies. 

Employment and benefits begin only after you have signed the document and it has 
been received by the undersigned/ HR Department subject further to you joining the 
office at Bangalore. All emoluments given below are acceptable after joining.  

4. Probation 

You shall be initially under probation for a period of 6 (Six) months from the date of 
joining. Your period of probation will continue until you are expressly confirmed in the 
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regular services of the company. Your confirmation into the company is based purely on 
your performance. 

5. Provident Funds 

You shall participate in the company’s provident Fund scheme as per the company’s 
policy. 

6. Gratuities 

Gratuity when implemented and applicable, you shall be covered as per the payment of 
gratuity act. 

7. Leaves 

Sl. No.  Type of Leave No. of Days in 
Calendar Year 

Eligibility & Remarks 

1 Casual 6 Eligible from date of joining on pro rata 
basis 
Credited every year on 1st January and 
will carry forward to next year. 
Not en-cashable. 
Leave can be used for emergency/ to 
meet family commitment/ social 
obligation purposes. 
Can be availed for minimum of half a 
day and maximum of 1 day at a time. 

2 Medical/ Sick 6 Applicable only in special cases. 
Detailed medical reports need to be 
provided to avail of this special leave. 

3 Earned/ Privilege  1 day for every 20 
working days ( total 
15 days a year)  

Eligible from date of confirmation on a 
pro rata basis. 
Credited every year on Jan 1st with 
arrears. 
Maximum carry forward up to 12 days, 
beyond which leave lapses 
Normally, leave is to be sanctioned a 
minimum 15 days before proceeding on 
leave. 
Can be availed for a minimum of 2 days 
 

4 Maternity 17 weeks/ 120 days 
at a time 

Eligible for Female employees only 

 
5 

Loss of pay Maximum of  10 
days 

To be availed when no other leave is 
available can be availed only for 
emergency situations. Permission of 
Manager needed. 

 

Note:  Leaves on probation will be on LOP. 
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8. Annual Reviews 

Your salary will be revised on an annual basis depending purely on your performance. 
Your increments are discretionary and will be subject to and on the basis of effectiveness 
and results during the review period by your appraiser. 

9. Office Travel / tour 

You may be required to travel to other locations as and when required by the company 
from time to time. 

10. Transfers 

You may be transferred to any place of business of the company as existing / operating 
presently or acquired later in any part of India or abroad at any time. You may also be 
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries 
or any other companies, organizations, firms. 

11. Whole Time Service / Employment  

While you are in the service/ employment of the company, you shall not engage or 
associate directly or indirectly in any other manner, whatsoever or in any post or work 
part-time. You are required to devote full time attention and use your skills to the best 
of the ability for the business of the company and shall not directly or indirectly be 
connected / concerned, employed or engaged in any other business or activities 
whatsoever, without the prior written permission of the company and shall not accept 
any emoluments, commission or honoraria whatsoever from any other party. 

12. Working Hours 

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday, 
The same is subject to change at the discretion of the employer. However, you may also 
be required to work on weekly off / holidays if there is any urgent need for your 
presence. 

14. Confidentiality, Proprietary Information 

During your employment with the company you will or may receive confidential 
information, which is of use to the company or its subsidiaries etc. you therefore agree 
to abide by the following terms and conditions. 

Your employment with the company creates a relationship of confidence and trust 
between you and the company, with respect to certain information, proprietary of trade 
secret nature. 

For the purpose of this agreement, all such confidential, proprietary information will be 
treated as proprietary information. 

15. Non-disclosure and exclusivity 

You shall not disclose, except under legal obligation, to any party or company or in any 
way make it known to general public any trade secret, invention, innovation or dealings 
of the company or any connected proprietary information of the company at any time 
during your employment with the company or even upon you separating from the 
services of the company. 
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Documents Plans, photos, correspondence, instructions, information, programs, codes 
(source code / object code) etc. that pass through you or come to your knowledge shall 
be treated as confidential and you are bound not to divulge, pass over to any one or any 
entity or otherwise deal in any similar manner or take them out of the company 
premises without prior permission of the authorised person of the company in this regard 
and except in rightful discharge of your duty assigned to you by the company. 

In the event of your separation from the services of the company shall promptly disclose 
all inventions and shall surrender possession of all such inventions, trade secrets or 
other equivalents.  

16. Cyber crimes 

You shall not divulge either by yourself or in association with others, either through the 
facility of the company or otherwise, in any cyber-crime or any related activity which is 
deemed to be a crime under any law for the time being in force. While in employment 
with the company you shall promptly report all such activities that may come to your 
knowledge and shall not be an accomplice to such activities in any manner. You shall not 
logon to download or get connected to any obscene or prohibited internet sites, during 
the working hours of the company. 

17. Company’s Property 

You shall always maintain in good condition the company’s property, which may be 
entrusted to you for official use during the course of your employment and shall return 
the same to the company immediately upon relinquishment of your services, failing 
which the company shall recover the cost of the same. 

18. Non Acceptance of Favours 

You shall not borrow or accept any gifts, rewards and compensation for your personal 
gain from any person or otherwise place yourself under pecuniary obligation to any 
person with whom the company may be having official dealings. Normal company’s 
giveaways, promotional gifts, which are of very nominal value, are fine. 

19. Service Conditions 

You shall be governed by the rules, regulations, policies and practices framed by the 
company from time to time; you shall not be governed by the statutory laws enacted by 
the local authorities, state or central government as applicable to you from time to time. 

20. Notice Period 

In the event of an employee deciding to separate from the services of the company, you 
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues 
certificate needs to be obtained from all the department heads and submit it to the HR 
department for smooth proceedings of the relieving formalities not less than 7  (Seven) 
days before the date of relieving. During the probation period, the employer may 
terminate the services of the employee without cause, with a notice period of 7 days or 
pay in lieu thereof which may be extended at the discretion of the employer. 
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21. Additions / Alterations 

You shall in addition to the general service conditions as specifically stated herein above 
be governed by other rules, regulations, practices, systems, procedures and policies as 
are in force or may be added by the company from time to time.  

 

For Ohealer Healthcare Services Pvt. Ltd 

 

Authorised Signatory 

 
I, Ashen S, have read and understood the appointment order and all the terms and 
conditions governing my services/employment with the organization and the same are 
acceptable to me in totality.  

 
 
Signature: ________________________________ 
 
 
Date:  
 
Place: Bangalore. 
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Annexure 1 

Salary Breakup 
Fixed Annual 

CTC 

Fixed Monthly 
CTC 

Basic Allowance 150,000 12,500 

House Rent Allowance 75,000 6,250 

Other Allowances 75,000 6,250 

Total 3,00,000 25,000 

Provident Fund Contribution 21,600 1,800 

Professional Tax 2,400 200 

Total Deductions 24,000 2,000 

Net Remuneration 2,76,000 23,000 

 
Variable Annual CTC of upto 3 Lakh will depend on Performance of the 
employee. 
 
Note: TDS will be deducted based on the Employee's Investment Declaration. 
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Date: 2nd February 2022

To,

Alamura Ayesha

Phone No: +91 8074419883

Email ID:201810101408@presidencyuniversity.in

Sub: Offer Letter

Dear Alamura Ayesha, We are pleased to offer the position of Business Development
Associate with Ohealer Healthcare Services Private Limited. Your effective date of
employment will commence from 7th February 2022 subject to your acceptance of this
offer letter.

1. Posting

Your place of posting shall be in Bangalore (Bannerghatta road), India.

2. Emoluments

You shall be employed with the company with an initial Total Annual CTC of INR
6,00,000/- (Rupees Six Lakhs Only) with:

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per
Annum. The Breakup of the Fixed component will be given in Annexure 1.

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid
after completion of 1 month with us.

3. Perquisites and Conditions

Along with the above you shall also be eligible / entitled for leave, bonus and other
benefits as per the company’s policy.

You shall be governed at all times by the policies procedures and rules of the company
related to the salary, allowance, benefits and perquisites, further the company may
modify or change such allowances, benefits and prerequisites from time to time in
accordance with its policies.

Employment and benefits begin only after you have signed the document and it has been
received by the undersigned/ HR Department subject further to you joining the office
at Bangalore. All emoluments given below are acceptable after joining.

4. Probation

You shall be initially under probation for a period of 6 (Six) months from the date of
joining. Your period of probation will continue until you are expressly confirmed in the
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regular services of the company. Your confirmation into the company is based purely on
your performance.

5. Provident Funds

You shall participate in the company’s provident Fund scheme as per the company’s
policy.

6. Gratuities

Gratuity when implemented and applicable, you shall be covered as per the payment of
gratuity act.

7. Leaves

Sl. No. Type of Leave No.of Days in
Calendar Year

Eligibility & Remarks

1 Casual 6 Eligible from date of joining on pro rata
basis
Credited every year on 1st January and
will carry forward to next year.
Not en-cashable.
Leave can be used for emergency/ to
meet family commitment/ social
obligation purposes.
Can be availed for minimum of half a
day and maximum of 1 day at a time.

2 Medical/ Sick 6 Applicable only in special cases.
Detailed medical reports need to be
provided to avail of this special leave.

3 Earned/ Privilege 1 day for every 20
working days ( total
15 days a year)

Eligible from date of confirmation on a
pro rata basis.
Credited every year on Jan 1st with
arrears.
Maximum carry forward up to 12 days,
beyond which leave lapses
Normally, leave is to be sanctioned a
minimum 15 days before proceeding on
leave.
Can be availed for a minimum of 2 days

4 Maternity 17 weeks/ 120 days
at a time

Eligible for Female employees only

5
Loss of pay Maximum of 10

days
To be availed when no other leave is
available can be availed only for
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emergency situations. Permission of
Manager needed.

Note: Leaves on probation will be on LOP.

8. Annual Reviews

Your salary will be revised on an annual basis depending purely on your performance.
Your increments are discretionary and will be subject to and on the basis of effectiveness
and results during the review period by your appraiser.

9. Office Travel / tour

You may be required to travel to other locations as and when required by the company
from time to time.

10. Transfers

You may be transferred to any place of business of the company as existing / operating
presently or acquired later in any part of India or abroad at any time. You may also be
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries
or any other companies, organizations, firms.

11. Whole Time Service / Employment

While you are in the service/ employment of the company, you shall not engage or
associate directly or indirectly in any other manner, whatsoever or in any post or work
part-time. You are required to devote full time attention and use your skills to the best of
the ability for the business of the company and shall not directly or indirectly be
connected / concerned, employed or engaged in any other business or activities
whatsoever, without the prior written permission of the company and shall not accept
any emoluments, commission or honoraria whatsoever from any other party.

12. Working Hours

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday,
The same is subject to change at the discretion of the employer. However, you may also
be required to work on weekly off / holidays if there is any urgent need for your
presence.

14. Confidentiality, Proprietary Information

During your employment with the company you will or may receive confidential
information, which is of use to the company or its subsidiaries etc. you therefore agree
to abide by the following terms and conditions.

Your employment with the company creates a relationship of confidence and trust
between you and the company, with respect to certain information, proprietary of trade
secret nature.

For the purpose of this agreement, all such confidential, proprietary information will be
treated as proprietary information.
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15. Non-disclosure and exclusivity

You shall not disclose, except under legal obligation, to any party or company or in any
way make it known to general public any trade secret, invention, innovation or dealings
of the company or any connected proprietary information of the company at any time
during your employment with the company or even upon you separating from the
services of the company.

documents Plans, photos, correspondence, instructions, information, programs, codes
(source code / object code) etc. that pass through you or come to your knowledge shall
be treated as confidential and you are bound not to divulge, pass over to any one or any
entity or otherwise deal in any similar manner or take them out of the company
premises without prior permission of the authorised person of the company in this regard
and except in rightful discharge of your duty assigned to you by the company.

In the event of your separation from the services of the company shall promptly disclose
all inventions and shall surrender possession of all such inventions, trade secrets or other
equivalents.

16. Cyber crimes

You shall not divulge either by yourself or in association with others, either through the
facility of the company or otherwise, in any cyber crime or any related activity which is
deemed to be a crime under any law for the time being in force. While in employment
with the company you shall promptly report all such activities that may come to your
knowledge and shall not be an accomplice to such activities in any manner. You shall not
logon to download or get connected to any obscene or prohibited internet sites, during
the working hours of the company.

17. Company’s Property

You shall always maintain in good condition the company’s property, which may be
entrusted to you for official use during the course of your employment and shall return
the same to the company immediately upon relinquishment of your services, failing
which the company shall recover the cost of the same.

18. Non Acceptance of Favours

You shall not borrow or accept any gifts, rewards and compensation for your personal
gain from any person or otherwise place yourself under pecuniary obligation to any
person with whom the company may be having official dealings. Normal company’s
giveaways, promotional gifts, which are of very nominal value, are fine.
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19. Service Conditions

You shall be governed by the rules, regulations, policies and practices framed by the
company from time to time; you shall not be governed by the statutory laws enacted by
the local authorities, state or central government as applicable to you from time to time.

20. Notice Period

In the event of an employee deciding to separate from the services of the company, you
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues
certificate needs to be obtained from all the department heads and submit it to the HR
department for smooth proceedings of the relieving formalities not less than 7 (Seven)
days before the date of relieving. During the probation period, the employer may
terminate the services of the employee without cause, with a notice period of 7 days or
pay in lieu thereof which may be extended at the discretion of the employer.

21. Additions / Alterations

You shall in addition to the general service conditions as specifically stated herein above
be governed by other rules, regulations, practices, systems, procedures and policies as
are in force or may be added by the company from time to time.

For Ohealer Healthcare Services Pvt. Ltd

Authorised Signatory

I,Alamura Ayesha, have read and understood the appointment order and all the terms
and conditions governing my services/employment with the organization and the same
are acceptable to me in totality.

Signature: ________________________________

Date:

Place: Bangalore.
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Annexure 1

Salary Breakup
Fixed

Annual CTC
Fixed

Monthly CTC

Basic Allowance 150,000 12,500

House Rent Allowance 75,000 6,250

Other Allowances 75,000 6,250

Total 3,00,000 25,000

Provident Fund Contribution 21,600 1,800

Professional Tax 2,400 200

Total Deductions 24,000 2,000

Net Remuneration 2,76,000 23,000

Variable Annual CTC of upto 3 Lakh will depend on Performance of the
employee.

Note: TDS will be deducted based on the Employee's Investment Declaration.
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Date: 2nd February 2022

To,

Jaspreet Kaur

Phone No: +91 7619164674

Email ID:201810100299@presidencyuniversity.in

Sub: Offer Letter

Dear Jaspreet Kaur, We are pleased to offer the position of Business Development
Associate with Ohealer Healthcare Services Private Limited. Your effective date of
employment will commence from 7th February 2022 subject to your acceptance of this
offer letter.

1. Posting

Your place of posting shall be in Bangalore (Bannerghatta Road), India.

2. Emoluments

You shall be employed with the company with an initial Total Annual CTC of INR
6,00,000/- (Rupees Six Lakhs Only) with:

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per
Annum. The Breakup of the Fixed component will be given in Annexure 1.

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid
after completion of 1 month with us.

3. Perquisites and Conditions

Along with the above you shall also be eligible / entitled for leave, bonus and other
benefits as per the company’s policy.

You shall be governed at all times by the policies procedures and rules of the company
related to the salary, allowance, benefits and perquisites, further the company may
modify or change such allowances, benefits and prerequisites from time to time in
accordance with its policies.

Employment and benefits begin only after you have signed the document and it has been
received by the undersigned/ HR Department subject further to you joining the office
at Bangalore. All emoluments given below are acceptable after joining.

4. Probation

You shall be initially under probation for a period of 6 (Six) months from the date of
joining. Your period of probation will continue until you are expressly confirmed in the
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regular services of the company. Your confirmation into the company is based purely on
your performance.

5. Provident Funds

You shall participate in the company’s provident Fund scheme as per the company’s
policy.

6. Gratuities

Gratuity when implemented and applicable, you shall be covered as per the payment of
gratuity act.

7. Leaves

Sl. No. Type of Leave No.of Days in
Calendar Year

Eligibility & Remarks

1 Casual 6 Eligible from date of joining on pro rata
basis
Credited every year on 1st January and
will carry forward to next year.
Not en-cashable.
Leave can be used for emergency/ to
meet family commitment/ social
obligation purposes.
Can be availed for minimum of half a
day and maximum of 1 day at a time.

2 Medical/ Sick 6 Applicable only in special cases.
Detailed medical reports need to be
provided to avail of this special leave.

3 Earned/ Privilege 1 day for every 20
working days ( total
15 days a year)

Eligible from date of confirmation on a
pro rata basis.
Credited every year on Jan 1st with
arrears.
Maximum carry forward up to 12 days,
beyond which leave lapses
Normally, leave is to be sanctioned a
minimum 15 days before proceeding on
leave.
Can be availed for a minimum of 2 days

4 Maternity 17 weeks/ 120 days
at a time

Eligible for Female employees only

5
Loss of pay Maximum of 10

days
To be availed when no other leave is
available can be availed only for
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emergency situations. Permission of
Manager needed.

Note: Leaves on probation will be on LOP.

8. Annual Reviews

Your salary will be revised on an annual basis depending purely on your performance.
Your increments are discretionary and will be subject to and on the basis of effectiveness
and results during the review period by your appraiser.

9. Office Travel / tour

You may be required to travel to other locations as and when required by the company
from time to time.

10. Transfers

You may be transferred to any place of business of the company as existing / operating
presently or acquired later in any part of India or abroad at any time. You may also be
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries
or any other companies, organizations, firms.

11. Whole Time Service / Employment

While you are in the service/ employment of the company, you shall not engage or
associate directly or indirectly in any other manner, whatsoever or in any post or work
part-time. You are required to devote full time attention and use your skills to the best of
the ability for the business of the company and shall not directly or indirectly be
connected / concerned, employed or engaged in any other business or activities
whatsoever, without the prior written permission of the company and shall not accept
any emoluments, commission or honoraria whatsoever from any other party.

12. Working Hours

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday,
The same is subject to change at the discretion of the employer. However, you may also
be required to work on weekly off / holidays if there is any urgent need for your
presence.

14. Confidentiality, Proprietary Information

During your employment with the company you will or may receive confidential
information, which is of use to the company or its subsidiaries etc. you therefore agree
to abide by the following terms and conditions.

Your employment with the company creates a relationship of confidence and trust
between you and the company, with respect to certain information, proprietary of trade
secret nature.

For the purpose of this agreement, all such confidential, proprietary information will be
treated as proprietary information.
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15. Non-disclosure and exclusivity

You shall not disclose, except under legal obligation, to any party or company or in any
way make it known to general public any trade secret, invention, innovation or dealings
of the company or any connected proprietary information of the company at any time
during your employment with the company or even upon you separating from the
services of the company.

documents Plans, photos, correspondence, instructions, information, programs, codes
(source code / object code) etc. that pass through you or come to your knowledge shall
be treated as confidential and you are bound not to divulge, pass over to any one or any
entity or otherwise deal in any similar manner or take them out of the company
premises without prior permission of the authorised person of the company in this regard
and except in rightful discharge of your duty assigned to you by the company.

In the event of your separation from the services of the company shall promptly disclose
all inventions and shall surrender possession of all such inventions, trade secrets or other
equivalents.

16. Cyber crimes

You shall not divulge either by yourself or in association with others, either through the
facility of the company or otherwise, in any cyber crime or any related activity which is
deemed to be a crime under any law for the time being in force. While in employment
with the company you shall promptly report all such activities that may come to your
knowledge and shall not be an accomplice to such activities in any manner. You shall not
logon to download or get connected to any obscene or prohibited internet sites, during
the working hours of the company.

17. Company’s Property

You shall always maintain in good condition the company’s property, which may be
entrusted to you for official use during the course of your employment and shall return
the same to the company immediately upon relinquishment of your services, failing
which the company shall recover the cost of the same.

18. Non Acceptance of Favours

You shall not borrow or accept any gifts, rewards and compensation for your personal
gain from any person or otherwise place yourself under pecuniary obligation to any
person with whom the company may be having official dealings. Normal company’s
giveaways, promotional gifts, which are of very nominal value, are fine.
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19. Service Conditions

You shall be governed by the rules, regulations, policies and practices framed by the
company from time to time; you shall not be governed by the statutory laws enacted by
the local authorities, state or central government as applicable to you from time to time.

20. Notice Period

In the event of an employee deciding to separate from the services of the company, you
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues
certificate needs to be obtained from all the department heads and submit it to the HR
department for smooth proceedings of the relieving formalities not less than 7 (Seven)
days before the date of relieving. During the probation period, the employer may
terminate the services of the employee without cause, with a notice period of 7 days or
pay in lieu thereof which may be extended at the discretion of the employer.

21. Additions / Alterations

You shall in addition to the general service conditions as specifically stated herein above
be governed by other rules, regulations, practices, systems, procedures and policies as
are in force or may be added by the company from time to time.

For Ohealer Healthcare Services Pvt. Ltd

Authorised Signatory

I,Jaspreet Kaur, have read and understood the appointment order and all the terms and
conditions governing my services/employment with the organization and the same are
acceptable to me in totality.

Signature: ________________________________

Date:

Place: Bangalore.
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Annexure 1

Salary Breakup
Fixed

Annual CTC
Fixed

Monthly CTC

Basic Allowance 150,000 12,500

House Rent Allowance 75,000 6,250

Other Allowances 75,000 6,250

Total 3,00,000 25,000

Provident Fund Contribution 21,600 1,800

Professional Tax 2,400 200

Total Deductions 24,000 2,000

Net Remuneration 2,76,000 23,000

Variable Annual CTC of upto 3 Lakh will depend on Performance of the
employee.

Note: TDS will be deducted based on the Employee's Investment Declaration.
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                                                                                          Date: 2nd February 2022 

To, 

V Vismitha 

Phone No: +91 9686456248 

Email ID: 201810102267@presidencyuniversity.in  

 

Sub: Offer Letter   

Dear V Vismitha, We are pleased to offer the position of Business Development 
Associate with Ohealer Healthcare Services Private Limited. Your effective date of 
employment will commence from 7th February 2022 subject to your acceptance of this 
offer letter.  

 

1. Posting 

Your place of posting shall be in Bangalore (Shivaji Nagar), India. 

2. Emoluments  

You shall be employed with the company with an initial Total Annual CTC of INR 
6,00,000/- (Rupees Six Lakhs Only) with: 

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable 
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per 
Annum. The Breakup of the fixed component will be given in Annexure 1.  

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid 
after completion of 1 month with us. 
 

3. Perquisites and Conditions 

Along with the above you shall also be eligible / entitled for leave, bonus and other 
benefits as per the company’s policy. 

You shall be governed at all times by the policies procedures and rules of the company 
related to the salary, allowance, benefits and perquisites, further the company may 
modify or change such allowances, benefits and prerequisites from time to time in 
accordance with its policies. 

Employment and benefits begin only after you have signed the document and it has 
been received by the undersigned/ HR Department subject further to you joining the 
office at Bangalore. All emoluments given below are acceptable after joining.  

4. Probation 

You shall be initially under probation for a period of 6 (Six) months from the date of 
joining. Your period of probation will continue until you are expressly confirmed in the 
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regular services of the company. Your confirmation into the company is based purely on 
your performance. 

5. Provident Funds 

You shall participate in the company’s provident Fund scheme as per the company’s 
policy. 

6. Gratuities 

Gratuity when implemented and applicable, you shall be covered as per the payment of 
gratuity act. 

7. Leaves 

Sl. No.  Type of Leave No. of Days in 
Calendar Year 

Eligibility & Remarks 

1 Casual 6 Eligible from date of joining on pro rata 
basis 
Credited every year on 1st January and 
will carry forward to next year. 
Not en-cashable. 
Leave can be used for emergency/ to 
meet family commitment/ social 
obligation purposes. 
Can be availed for minimum of half a 
day and maximum of 1 day at a time. 

2 Medical/ Sick 6 Applicable only in special cases. 
Detailed medical reports need to be 
provided to avail of this special leave. 

3 Earned/ Privilege  1 day for every 20 
working days ( total 
15 days a year)  

Eligible from date of confirmation on a 
pro rata basis. 
Credited every year on Jan 1st with 
arrears. 
Maximum carry forward up to 12 days, 
beyond which leave lapses 
Normally, leave is to be sanctioned a 
minimum 15 days before proceeding on 
leave. 
Can be availed for a minimum of 2 days 
 

4 Maternity 17 weeks/ 120 days 
at a time 

Eligible for Female employees only 

 
5 

Loss of pay Maximum of  10 
days 

To be availed when no other leave is 
available can be availed only for 
emergency situations. Permission of 
Manager needed. 

 

Note:  Leaves on probation will be on LOP. 
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8. Annual Reviews 

Your salary will be revised on an annual basis depending purely on your performance. 
Your increments are discretionary and will be subject to and on the basis of effectiveness 
and results during the review period by your appraiser. 

9. Office Travel / tour 

You may be required to travel to other locations as and when required by the company 
from time to time. 

10. Transfers 

You may be transferred to any place of business of the company as existing / operating 
presently or acquired later in any part of India or abroad at any time. You may also be 
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries 
or any other companies, organizations, firms. 

11. Whole Time Service / Employment  

While you are in the service/ employment of the company, you shall not engage or 
associate directly or indirectly in any other manner, whatsoever or in any post or work 
part-time. You are required to devote full time attention and use your skills to the best 
of the ability for the business of the company and shall not directly or indirectly be 
connected / concerned, employed or engaged in any other business or activities 
whatsoever, without the prior written permission of the company and shall not accept 
any emoluments, commission or honoraria whatsoever from any other party. 

12. Working Hours 

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday, 
The same is subject to change at the discretion of the employer. However, you may also 
be required to work on weekly off / holidays if there is any urgent need for your 
presence. 

14. Confidentiality, Proprietary Information 

During your employment with the company you will or may receive confidential 
information, which is of use to the company or its subsidiaries etc. you therefore agree 
to abide by the following terms and conditions. 

Your employment with the company creates a relationship of confidence and trust 
between you and the company, with respect to certain information, proprietary of trade 
secret nature. 

For the purpose of this agreement, all such confidential, proprietary information will be 
treated as proprietary information. 

15. Non-disclosure and exclusivity 

You shall not disclose, except under legal obligation, to any party or company or in any 
way make it known to general public any trade secret, invention, innovation or dealings 
of the company or any connected proprietary information of the company at any time 
during your employment with the company or even upon you separating from the 
services of the company. 
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Documents Plans, photos, correspondence, instructions, information, programs, codes 
(source code / object code) etc. that pass through you or come to your knowledge shall 
be treated as confidential and you are bound not to divulge, pass over to any one or any 
entity or otherwise deal in any similar manner or take them out of the company 
premises without prior permission of the authorised person of the company in this regard 
and except in rightful discharge of your duty assigned to you by the company. 

In the event of your separation from the services of the company shall promptly disclose 
all inventions and shall surrender possession of all such inventions, trade secrets or 
other equivalents.  

16. Cyber crimes 

You shall not divulge either by yourself or in association with others, either through the 
facility of the company or otherwise, in any cyber-crime or any related activity which is 
deemed to be a crime under any law for the time being in force. While in employment 
with the company you shall promptly report all such activities that may come to your 
knowledge and shall not be an accomplice to such activities in any manner. You shall not 
logon to download or get connected to any obscene or prohibited internet sites, during 
the working hours of the company. 

17. Company’s Property 

You shall always maintain in good condition the company’s property, which may be 
entrusted to you for official use during the course of your employment and shall return 
the same to the company immediately upon relinquishment of your services, failing 
which the company shall recover the cost of the same. 

18. Non Acceptance of Favours 

You shall not borrow or accept any gifts, rewards and compensation for your personal 
gain from any person or otherwise place yourself under pecuniary obligation to any 
person with whom the company may be having official dealings. Normal company’s 
giveaways, promotional gifts, which are of very nominal value, are fine. 

19. Service Conditions 

You shall be governed by the rules, regulations, policies and practices framed by the 
company from time to time; you shall not be governed by the statutory laws enacted by 
the local authorities, state or central government as applicable to you from time to time. 

20. Notice Period 

In the event of an employee deciding to separate from the services of the company, you 
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues 
certificate needs to be obtained from all the department heads and submit it to the HR 
department for smooth proceedings of the relieving formalities not less than 7  (Seven) 
days before the date of relieving. During the probation period, the employer may 
terminate the services of the employee without cause, with a notice period of 7 days or 
pay in lieu thereof which may be extended at the discretion of the employer. 
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21. Additions / Alterations 

You shall in addition to the general service conditions as specifically stated herein above 
be governed by other rules, regulations, practices, systems, procedures and policies as 
are in force or may be added by the company from time to time.  

 

For Ohealer Healthcare Services Pvt. Ltd 

 

Authorised Signatory 

 
I, V Vismitha, have read and understood the appointment order and all the terms and 
conditions governing my services/employment with the organization and the same are 
acceptable to me in totality.  

 
 
Signature: ________________________________ 
 
 
Date:  
 
Place: Bangalore. 
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Annexure 1 

Salary Breakup 
Fixed Annual 

CTC 

Fixed Monthly 
CTC 

Basic Allowance 150,000 12,500 

House Rent Allowance 75,000 6,250 

Other Allowances 75,000 6,250 

Total 3,00,000 25,000 

Provident Fund Contribution 21,600 1,800 

Professional Tax 2,400 200 

Total Deductions 24,000 2,000 

Net Remuneration 2,76,000 23,000 

 
Variable Annual CTC of upto 3 Lakh will depend on Performance of the 
employee. 
 
Note: TDS will be deducted based on the Employee's Investment Declaration. 



OHEALER HEALTHCARE SERVICES PVT. LTD. 

Page 1 of 6 
 

                                                                                                           

                                                                                          Date: 2nd February 2022 

To, 

Pavan Kumar C N 

Phone No: +91 8095625189 

Email ID: 201810102223@presidencyuniversity.in  

 

Sub: Offer Letter   

Dear Pavan Kumar C N, We are pleased to offer the position of Business Development 
Associate with Ohealer Healthcare Services Private Limited. Your effective date of 
employment will commence from 7th February 2022 subject to your acceptance of this 
offer letter.  

 

1. Posting 

Your place of posting shall be in Bangalore (Bannerghatta Road), India. 

2. Emoluments  

You shall be employed with the company with an initial Total Annual CTC of INR 
6,00,000/- (Rupees Six Lakhs Only) with: 

Fixed Annual CTC of INR 3,00,000/- (Rupees Three Lakhs Only) per Annum and Variable 
Annual CTC (Based on Performance) of INR 3,00,000/- (Rupees Three Lakhs Only) per 
Annum. The Breakup of the fixed component will be given in Annexure 1.  

There is a joining bonus of INR 10,000/- (Rupees Ten Thousand Only) which will be paid 
after completion of 1 month with us. 
 

3. Perquisites and Conditions 

Along with the above you shall also be eligible / entitled for leave, bonus and other 
benefits as per the company’s policy. 

You shall be governed at all times by the policies procedures and rules of the company 
related to the salary, allowance, benefits and perquisites, further the company may 
modify or change such allowances, benefits and prerequisites from time to time in 
accordance with its policies. 

Employment and benefits begin only after you have signed the document and it has 
been received by the undersigned/ HR Department subject further to you joining the 
office at Bangalore. All emoluments given below are acceptable after joining.  

4. Probation 

You shall be initially under probation for a period of 6 (Six) months from the date of 
joining. Your period of probation will continue until you are expressly confirmed in the 
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regular services of the company. Your confirmation into the company is based purely on 
your performance. 

5. Provident Funds 

You shall participate in the company’s provident Fund scheme as per the company’s 
policy. 

6. Gratuities 

Gratuity when implemented and applicable, you shall be covered as per the payment of 
gratuity act. 

7. Leaves 

Sl. No.  Type of Leave No. of Days in 
Calendar Year 

Eligibility & Remarks 

1 Casual 6 Eligible from date of joining on pro rata 
basis 
Credited every year on 1st January and 
will carry forward to next year. 
Not en-cashable. 
Leave can be used for emergency/ to 
meet family commitment/ social 
obligation purposes. 
Can be availed for minimum of half a 
day and maximum of 1 day at a time. 

2 Medical/ Sick 6 Applicable only in special cases. 
Detailed medical reports need to be 
provided to avail of this special leave. 

3 Earned/ Privilege  1 day for every 20 
working days ( total 
15 days a year)  

Eligible from date of confirmation on a 
pro rata basis. 
Credited every year on Jan 1st with 
arrears. 
Maximum carry forward up to 12 days, 
beyond which leave lapses 
Normally, leave is to be sanctioned a 
minimum 15 days before proceeding on 
leave. 
Can be availed for a minimum of 2 days 
 

4 Maternity 17 weeks/ 120 days 
at a time 

Eligible for Female employees only 

 
5 

Loss of pay Maximum of  10 
days 

To be availed when no other leave is 
available can be availed only for 
emergency situations. Permission of 
Manager needed. 

 

Note:  Leaves on probation will be on LOP. 
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8. Annual Reviews 

Your salary will be revised on an annual basis depending purely on your performance. 
Your increments are discretionary and will be subject to and on the basis of effectiveness 
and results during the review period by your appraiser. 

9. Office Travel / tour 

You may be required to travel to other locations as and when required by the company 
from time to time. 

10. Transfers 

You may be transferred to any place of business of the company as existing / operating 
presently or acquired later in any part of India or abroad at any time. You may also be 
deputed to any work or assigned the work of any associate / sister concerns, subsidiaries 
or any other companies, organizations, firms. 

11. Whole Time Service / Employment  

While you are in the service/ employment of the company, you shall not engage or 
associate directly or indirectly in any other manner, whatsoever or in any post or work 
part-time. You are required to devote full time attention and use your skills to the best 
of the ability for the business of the company and shall not directly or indirectly be 
connected / concerned, employed or engaged in any other business or activities 
whatsoever, without the prior written permission of the company and shall not accept 
any emoluments, commission or honoraria whatsoever from any other party. 

12. Working Hours 

The usual working hours will be from 09:30 AM to 7:00 PM, Monday to Saturday, 
The same is subject to change at the discretion of the employer. However, you may also 
be required to work on weekly off / holidays if there is any urgent need for your 
presence. 

14. Confidentiality, Proprietary Information 

During your employment with the company you will or may receive confidential 
information, which is of use to the company or its subsidiaries etc. you therefore agree 
to abide by the following terms and conditions. 

Your employment with the company creates a relationship of confidence and trust 
between you and the company, with respect to certain information, proprietary of trade 
secret nature. 

For the purpose of this agreement, all such confidential, proprietary information will be 
treated as proprietary information. 

15. Non-disclosure and exclusivity 

You shall not disclose, except under legal obligation, to any party or company or in any 
way make it known to general public any trade secret, invention, innovation or dealings 
of the company or any connected proprietary information of the company at any time 
during your employment with the company or even upon you separating from the 
services of the company. 
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Documents Plans, photos, correspondence, instructions, information, programs, codes 
(source code / object code) etc. that pass through you or come to your knowledge shall 
be treated as confidential and you are bound not to divulge, pass over to any one or any 
entity or otherwise deal in any similar manner or take them out of the company 
premises without prior permission of the authorised person of the company in this regard 
and except in rightful discharge of your duty assigned to you by the company. 

In the event of your separation from the services of the company shall promptly disclose 
all inventions and shall surrender possession of all such inventions, trade secrets or 
other equivalents.  

16. Cyber crimes 

You shall not divulge either by yourself or in association with others, either through the 
facility of the company or otherwise, in any cyber-crime or any related activity which is 
deemed to be a crime under any law for the time being in force. While in employment 
with the company you shall promptly report all such activities that may come to your 
knowledge and shall not be an accomplice to such activities in any manner. You shall not 
logon to download or get connected to any obscene or prohibited internet sites, during 
the working hours of the company. 

17. Company’s Property 

You shall always maintain in good condition the company’s property, which may be 
entrusted to you for official use during the course of your employment and shall return 
the same to the company immediately upon relinquishment of your services, failing 
which the company shall recover the cost of the same. 

18. Non Acceptance of Favours 

You shall not borrow or accept any gifts, rewards and compensation for your personal 
gain from any person or otherwise place yourself under pecuniary obligation to any 
person with whom the company may be having official dealings. Normal company’s 
giveaways, promotional gifts, which are of very nominal value, are fine. 

19. Service Conditions 

You shall be governed by the rules, regulations, policies and practices framed by the 
company from time to time; you shall not be governed by the statutory laws enacted by 
the local authorities, state or central government as applicable to you from time to time. 

20. Notice Period 

In the event of an employee deciding to separate from the services of the company, you 
are required to give in writing 60 days’ notice or 2 months’ pay in lieu thereof. No dues 
certificate needs to be obtained from all the department heads and submit it to the HR 
department for smooth proceedings of the relieving formalities not less than 7  (Seven) 
days before the date of relieving. During the probation period, the employer may 
terminate the services of the employee without cause, with a notice period of 7 days or 
pay in lieu thereof which may be extended at the discretion of the employer. 
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21. Additions / Alterations 

You shall in addition to the general service conditions as specifically stated herein above 
be governed by other rules, regulations, practices, systems, procedures and policies as 
are in force or may be added by the company from time to time.  

 

For Ohealer Healthcare Services Pvt. Ltd 

 

Authorised Signatory 

 
I, Pavan Kumar C N, have read and understood the appointment order and all the terms 
and conditions governing my services/employment with the organization and the same 
are acceptable to me in totality.  

 
 
Signature: ________________________________ 
 
 
Date:  
 
Place: Bangalore. 
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Annexure 1 

Salary Breakup 
Fixed Annual 

CTC 

Fixed Monthly 
CTC 

Basic Allowance 150,000 12,500 

House Rent Allowance 75,000 6,250 

Other Allowances 75,000 6,250 

Total 3,00,000 25,000 

Provident Fund Contribution 21,600 1,800 

Professional Tax 2,400 200 

Total Deductions 24,000 2,000 

Net Remuneration 2,76,000 23,000 

 
Variable Annual CTC of upto 3 Lakh will depend on Performance of the 
employee. 
 
Note: TDS will be deducted based on the Employee's Investment Declaration. 



SPR  
Human Capital Solutions  

 
 

 
Plot No: 42, Ecil x Roads, Secunderabad-500062, Contact no: 9347163827, 9346683258 

Visit: www.sprhumancapitalsolutions.com, Email: hr@sprhumancapitalsolutions.com 

 

OFFER LETTER 
         

         

        Date: 12/02/22 

MITHILESH THALLA 
Presidency University, 
Bangalore. 
 
 

Dear  Mithilesh  , 

 

On behalf of SPR HUMAN CAPITAL SOLUTIONS, I am pleased to offer you the Employment.  You have to 

report to HR with an anticipated after completion of your academics year(one Month training Period) You will 

have various responsibilities regarding the Company’s activities and businesses, as management of the 

Company determines from time to time.  

 

Salary will be Rs 21,500/Month (includes TA+HRA+PF+ESI). You will be entitled to leave, holidays, benefits, 

and other allowances as applicable to your category of employees and location of posting, in accordance with 

the rules of the Company. 

 

.   

Code of Conduct: 

The Company may require you, at any time, to perform any other administrative, managerial, supervisory, 

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

You shall maintain and keep in your safe custody such as Measuring instruments, Safety Equipment’s and other 

assets that may be issued to you or may come in your possession and shall return the same when required in 

good condition. 

You shall be solely responsible for any issues that may arise between you and your previous employer with 

regard to your previous employment and the Company /any of its personnel are not responsible for the same. 

Termination: 

 

a) Probation period will be 3 months, during this period if company feels unsatisfactory with your work 

and behavior. Company reserves the right to terminate without prior notice.  

b) Your services are liable to be terminated, if you are medically unfit to carry out your duties.  

c) The Company reserves the right to relieve you from your services in case of business slowdown or if 

the company decides to downsize work force due to unforeseen circumstances. 

d) You fail to abide to instructions from your superiors, unauthorized absence, disloyalty, misconduct, 

non-performance and if any disciplinary action is taken against you. 

 

Please note that you are governed by all Rules and Regulations of the Company, which are in force from time to 

time, and the Company shall have the right from time to time to vary or modify any of the terms and conditions 

of service, which shall be binding on you. We take pleasure in welcoming you to our Organization and look 

forward to a mutually beneficial association. We wish you all the best in your career. 

 

 

http://www.sprhumancapitalsolutions.com/
mailto:hr@sprhumancapitalsolutions.com
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NOTE : THIS OFFER LETTER  IS VALID IF  YOU QUALIFIED IN 

MEDICAL TEST ONLY 

 

 
If you have any questions, please do not hesitate to call.   

 

Please mail or fax your signed copy to the attention of Human Resources at the address on the offer letter.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Yours sincerely 

 

S.MAHALAXMI 

 

Human Resources 

 

 

 

 

Declaration 

 

I have read, understood and have been explained in detail the above terms and conditions of employment and 

am accepting the same. I agree to abide by the terms and conditions of employment.   

 

       

       

 

       

 

       

Agreed and Accepted: 

 

 

Signature    Date  

http://www.sprhumancapitalsolutions.com/
mailto:hr@sprhumancapitalsolutions.com


Capgemini Technology Services India Limited
(Formerly known as IGATE Global Solutions Limited)
IT 1, IT 2, Airol MIDC, Thane - Belapur Road,
Navi Mumbai 400708, Maharashtra, India.
Tel: +91 22 7144 4283 | Fax: +91 22 7141 2121
www.capgemini.com/in-en

Superset ID: 1221674

Letter of  ('' '')

Dear GUNDA MOHANKRISHNA,

With reference to your interview conducted by us, we are pleased to inform that you have been 
shortlisted for the position of Analyst and A4 with Capgemini Technology Services India Limited 
(hereinafter referred to as''Capgemini'').

In this regard, we are proposing compensation package and benefits, the details of which are set 
forth in Annexure 1 to this letter.

The final Employment Offer Letter shall be subject to your successful completion of all curricular 
requirements as laid down by the University/ Institute for award of the degree/ diploma and the 

minimum passing percentage/ grade/ rank/ class as determined by Capgemini.

The location of your initial reporting and training and the date of your joining would be communicated 
to you in due course of time post successful completion of your pre-joining trainings and final 
semester degree/ diploma examination.

The date of joining and the location of posting will be purely based on business requirements of 
Capgemini. Capgemini solely reserves the right to make any changes to the date of joining and the 

location of posting during the course of your training and employment with Capgemini.

Upon accepting this L/O, you will be provided access to the ADAPT (Accelerated Digital Aid for Pre-
onboarding Talent) eLearning platform which allows you to learn and master the concepts and skills 

required to be industry ready. The learning will be a self-paced journey inclusive of assignments, 
assessments and webinars as deemed appropriate by Capgemini and the successful completion of 
the same is a prerequisite for joining Capgemini.

It is very essential that you effectively leverage this platform to complete the courses and clear the 

assignments and assessments. The progress made by you in this learning journey would not only 

help you in getting on-boarded on priority but also help you to be trained for advanced skills relevant 
to your career at Capgemini. We also encourage you to learn beyond the prescribed course 

curriculum and acquire industry recognized certifications to accelerate your career in this competitive 

industry.



Upon joining Capgemini,

You are expected to enter into an employment agreement with Capgemini which shall contain
details including the scope, terms and conditions of your employment and the contractual
obligation with Capgemini.

1.

You will be on probation for a period of six months from your date of joining and subject to
satisfactory performance your employment will be confirmed (vide written confirmation) at the
end of six months.

2.

During your probation you may be required to undergo classroom trainings for such duration as
deemed necessary by Capgemini and your performance will be evaluated periodically during
such training period

3.

Capgemini reserves the right to decide the continuance of your further training and your employment
depending on your performance in its opinion.

The terms of this Letter of Offer shall remain confidential and are not to be disclosed to any third
party.

You may note that this letter should neither be construed as an offer of employment from Capgemini
nor should it in any manner confirm our Offer to make you an offer of employment. We may, at any
time, at our discretion, revoke this Letter of Offer.

We would request you to go through the above terms, and let us know if they are acceptable to you,
within seven days of the issuance of this letter.

We look forward to hearing from you. Should you have any query, please do not hesitate to contact
fresherhiring.in@capgemini.com, please ensure below format of email subject -

�

�

For queries on Letter of Offer (L/O), write to use with e-mail subject as: Query on L/O -
Superset ID 1221674

1221674

For queries about on-boarding process, please note the on-boarding communication will
be sent once your document validation and verification process is completed. For further
queries, write to use with e-mail subject as: Query on On-Boarding - Superset ID 

In case of any other query, write to use with e-mail subject as: Other Queries- Superset 
ID 1221674

�

Thanking you,
Yours Sincerely,
For & On Behalf of Capgemini

Tejinder Sethi
Head - Fresher Hiring

This is a system generated document and does not need a signature



ANNEXURE 1

GUNDA MOHANKRISHNA
Analyst and A4

Your all-inclusive annual target compensation (on a cost to company basis) will be INR 4,00,000/-
(Rupees Four Lakh only). On completion of 1 year of service from your date of joining, you will 
receive fixed one-time incentive of INR 25,000/- (Rupees Twenty Five Thousand only). Based on 

your Date of Joining, your compensation shall be paid monthly. The company shall deduct tax at 
source at the time of making payment.

For & On Behalf of Capgemini

Tejinder Sethi
Head - Fresher Hiring

This is a system generated document and does not need a signature

Regd Office: Pune Hinjewadi Regd. Office No. 14, Rajiv Gandhi Infotech Park, Hinjewadi Phase III, MIDC SEZ, Village Man,
Taluka Mulshi, Pune - 411057, Maharashtra, India. Tel: +91 20 6699 1000 | Fax: +91 20 6699 5050 | CIN:
U85110PN1993PLC145950



14

Sahana K,

Sub: Letter of Offer







Capgemini Technology Services India Limited
(Formerly known as IGATE Global Solutions Limited)
IT 1, IT 2, Airol MIDC, Thane - Belapur Road,
Navi Mumbai 400708, Maharashtra, India.
Tel: +91 22 7144 4283 | Fax: +91 22 7141 2121
www.capgemini.com/in-en

Superset ID: 1221676

Letter of  ('' '')

Dear SATHYA DEV Veldurthi,

With reference to your interview conducted by us, we are pleased to inform that you have been 
shortlisted for the position of Analyst and A4 with Capgemini Technology Services India Limited 
(hereinafter referred to as''Capgemini'').

In this regard, we are proposing compensation package and benefits, the details of which are set 
forth in Annexure 1 to this letter.

The final Employment Offer Letter shall be subject to your successful completion of all curricular 
requirements as laid down by the University/ Institute for award of the degree/ diploma and the 

minimum passing percentage/ grade/ rank/ class as determined by Capgemini.

The location of your initial reporting and training and the date of your joining would be communicated 
to you in due course of time post successful completion of your pre-joining trainings and final 
semester degree/ diploma examination.

The date of joining and the location of posting will be purely based on business requirements of 
Capgemini. Capgemini solely reserves the right to make any changes to the date of joining and the 

location of posting during the course of your training and employment with Capgemini.

Upon accepting this L/O, you will be provided access to the ADAPT (Accelerated Digital Aid for Pre-
onboarding Talent) eLearning platform which allows you to learn and master the concepts and skills 

required to be industry ready. The learning will be a self-paced journey inclusive of assignments, 
assessments and webinars as deemed appropriate by Capgemini and the successful completion of 
the same is a prerequisite for joining Capgemini.

It is very essential that you effectively leverage this platform to complete the courses and clear the 

assignments and assessments. The progress made by you in this learning journey would not only 

help you in getting on-boarded on priority but also help you to be trained for advanced skills relevant 
to your career at Capgemini. We also encourage you to learn beyond the prescribed course 

curriculum and acquire industry recognized certifications to accelerate your career in this competitive 

industry.



Upon joining Capgemini,

You are expected to enter into an employment agreement with Capgemini which shall contain
details including the scope, terms and conditions of your employment and the contractual
obligation with Capgemini.

1.

You will be on probation for a period of six months from your date of joining and subject to
satisfactory performance your employment will be confirmed (vide written confirmation) at the
end of six months.

2.

During your probation you may be required to undergo classroom trainings for such duration as
deemed necessary by Capgemini and your performance will be evaluated periodically during
such training period

3.

Capgemini reserves the right to decide the continuance of your further training and your employment
depending on your performance in its opinion.

The terms of this Letter of Offer shall remain confidential and are not to be disclosed to any third
party.

You may note that this letter should neither be construed as an offer of employment from Capgemini
nor should it in any manner confirm our Offer to make you an offer of employment. We may, at any
time, at our discretion, revoke this Letter of Offer.

We would request you to go through the above terms, and let us know if they are acceptable to you,
within seven days of the issuance of this letter.

We look forward to hearing from you. Should you have any query, please do not hesitate to contact
fresherhiring.in@capgemini.com, please ensure below format of email subject -

�

�

For queries on Letter of Offer (L/O), write to use with e-mail subject as: Query on L/O -
Superset ID 1221676

1221676

For queries about on-boarding process, please note the on-boarding communication will
be sent once your document validation and verification process is completed. For further
queries, write to use with e-mail subject as: Query on On-Boarding - Superset ID 

In case of any other query, write to use with e-mail subject as: Other Queries- Superset 
ID 1221676

�

Thanking you,
Yours Sincerely,
For & On Behalf of Capgemini

Tejinder Sethi
Head - Fresher Hiring

This is a system generated document and does not need a signature



ANNEXURE 1

SATHYA DEV Veldurthi
Analyst and A4

Your all-inclusive annual target compensation (on a cost to company basis) will be INR 4,00,000/-
(Rupees Four Lakh only). On completion of 1 year of service from your date of joining, you will 
receive fixed one-time incentive of INR 25,000/- (Rupees Twenty Five Thousand only). Based on 

your Date of Joining, your compensation shall be paid monthly. The company shall deduct tax at 
source at the time of making payment.

For & On Behalf of Capgemini

Tejinder Sethi
Head - Fresher Hiring

This is a system generated document and does not need a signature

Regd Office: Pune Hinjewadi Regd. Office No. 14, Rajiv Gandhi Infotech Park, Hinjewadi Phase III, MIDC SEZ, Village Man,
Taluka Mulshi, Pune - 411057, Maharashtra, India. Tel: +91 20 6699 1000 | Fax: +91 20 6699 5050 | CIN:
U85110PN1993PLC145950



Craft Silicon 
Thinking. Crafting. Transforming. 

To, 

Mr. Yogesh Gowda H S                      

S/O H V Sri Krishna 

Basaveshwara layout,, 

Madanayakanahalli, Bangalore North, 

Karnataka, 562162 

Subject: Offer of Employment 

Dear                   Yogesh Gowda H S, 

30th March 2021 

We are pleased to offer you the position of Software Development Engineer Trainee in Band 
Tl. Attached are the specific terms and conditions of our offer- please read these important 
details carefully, including your compensation and benefits detailed on Appendix I. 

You are required to report to the below-mentioned address on 7th June 2021, at 9.30 AM for 
your first day at work. If you do not confirm your acceptance or we are unable to set an 
alternate date with the company this offer will be withdrawn. Your appointment will be subject 
to successful completion of your final semester / year without any pending arrears / backlogs. 
The Management reserves the right to withdraw / revoke the offer / appointment at any time as 
its sole discretion in case any discrepancy or false information is found in the details submitted 
by you. 
Craft Silicon Pvt Ltd 

# 687, "VAJRA", pt & 3rd Floor, 15th Cross, 100 Feet Ring Road,
J. P. Nagar 2nd Phase, Bangalore - 560078. 
Please bring along the below listed documents/ details on your day of joining. 

Offer Letter 

a. 3 passport size color photographs
b. All original Mark Sheets/ Education certificates
c. Passport with attested Photocopies.
d. Identity proof and Address Proof (Communication and Permanent)
e, Photocopy of PAN card. 
f. Last 3 months Salary slips, if applicable, from your previous employer
g. Relieving letter, if applicable, from your previous employer

Registered Office 

#687, "VAJRA"' 15th Cross, 100 Feet Ring Road, 











 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Pikku Singh,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
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Highlight



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Anil Kumar P N,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Abdullah Ahamed,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Rachamallu Sai Sumanth Reddy,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Harshithg,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Mohammed Faisal,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Shaliniv,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Vishwa A,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Chandupappu,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Tejas Naik,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Arshadsaleem,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Charan Kuruba,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Mandati Ashok,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Shwetha S,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Bhumika M,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear N C Likhithreddy,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Lekhaj Viswanathuni,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Vishruth Ks,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Sumith S,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 

 

 

 

 

 

 

Offer / Appointment Letter 

 
Dear    

With reference to your application and the subsequent interview you had with us, we are 

pleased to offer you an employment offer with SkillVertex Edutech for the position of 

Business Development Associate in our organization. This offer takes effect from your date 

of joining which shall be on 17th February 2022. 

 
 

1. Compensation 

We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 

fixed component of INR 4,00,000 (Four Lakhs only), variable component of INR 3,00,000 

(Three Lakhs only). 

 
2. Probation Period 

You will be on probation for 100 Days during which your performance will be reviewed, 

however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID). 

Your employment is terminable by giving (48 Hours) notice during the probation period & 

(30 days) post confirmation. Either party is not bound to give any reason thereof. During 

the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 

+ INR 10,000 incentives). 

 
a.) Commencement/Validity of Employment 

Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 

until 10th February 2022 for acceptance. If we do not hear from you by 10th February 

2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 

treated as withdrawn. 

b.) Immediate Posting and Future Transfer 

You will report to the designated manager, based out of the Bengaluru office location. It 

may, however, be noted that you may be posted at/ transferred to any other establishment 

of the company, at the sole discretion of the management. Such an establishment may be 

outside the city or state of your immediate or 
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subsequent posting/s and could be at any office, existing or new. Save as may be provided 

for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 

such transfer. 

 

 
3. Salary 

 
Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 

paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 

joining post 20th  of a  month). The structure  of your compensation  plan may be altered / 

changed from time to time in line with the Compensation policy and practices of the 

Organization. 

 

 
4. Notice for Resignation / Termination of Employment 

 
4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 

found satisfactory during the probation period, you will be confirmed in the present 

position and thereafter your services can be terminated on 30 Days’ notice on either side or 

Basic salary as payment in lieu thereof. 

 
4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 

the probation period or after confirmation, your services are liable to be terminated 

immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 

act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 

entitled to salary for the period of suspension if the charges are not proved against you. 

4.3. On the termination of your employment for whatever reason, you will return to the 

Company all property; documents and paper, both original and copies thereof, including 

any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 

and the like; and Confidential Information, in your possession or under your control relating to 

your employment or to clients’ business affairs. 

 
4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 

twelve months from the date of joining, the notice pay buyout assistance if any provided by 

the company at the time of joining along with the applicable tax, would be recovered from 

the employee at the time of full and final settlement. 



 

 

 

 

 
 

 

 

 

 

 

 
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 

transfer and you leave the Company within 12 (Twelve) months of such relocation; the 

Company shall be entitled to retain the relocation charges from your full and final 

settlement. 

 

 
5. Timings 

 
You will observe the timings prevalent in the establishment or establishments where your 

services are made use of. You will be required to work for such hours as necessary for the 

proper discharge of your duties to the Company. You are expected to work not less than 48 

hours each week and daily basis the goals completion for the day. 

 

 
6. Background Verification Check 

 
Your probationary appointment, confirmation as well as continued employment in the 

services of the company are subject to clearance of background verification check done by 

the company. 

 

 
7. Retirement 

You will retire from the services of the company on attaining the age of 58 years 

 

 
8. Discipline 

It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 

or private business unconnected with your employment in this company or engaging in 

any part time business, allied, connected or incidental to the company's business is strictly 

forbidden. 

 
8.1 Occupation in any part time service of a remunerative character requires the prior 

consent of the management. Pursuit of any vocation of this nature detrimental to the 

efficient discharge of your duties shall be considered inconsistent with the terms of your 

tenure in this company. 



 

 

 

 

 
 

 

 

 

 

 

8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 

prior consent of the Management. The Management will treat any 

 
breach of this condition as misconduct liable to disciplinary action which may include 

dismissal. 

 
8.3 You shall be governed by and shall be subject to the code of conduct and such other 

rules, regulations and guidelines applicable to your category of employees and as 

prevailing at the time of your joining or as subsequently modified or amended or replaced 

and in force from time to time. 

 
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 

personal gains from or otherwise place yourself under monetary obligation to any 

person/client with whom you may be having official dealings. 

 

9. Company Property 

You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 

the Company prior to relinquishment of your charge, failing which the cost of the same will 

be recovered from you by the Company. 

 

10. Code of Conduct and Ethics 

You are to adhere strictly to the following Company Code of Conduct & Ethics: 

10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 

the same terms as available to the general public. This prohibition applies to all forms of 

investments and to all employees, directors, officers and agents of the Company and their 

immediate families. In general, employees should not have any financial interest in a client, 

supplier or competitor that could cause divided loyalty or give the appearance of divided 

loyalty. 

 

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 

shall not engage directly or indirectly in any trade/business or undertake any other 

employment or consultancy or undertake such trade/business/consultancy on behalf of 

anyone else, either with/without remuneration, during the course of 



 

 

 

 

 
 

 

 

 

 

 

his/her employment with the Company, except with the written permission of the 

management. Also, such private trade and/or alternative employment should not adversely 

affect performance and conflict with the business interest of the Company (this would 

include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 

alternative employment is not allowed when: 

It prevents an employee from fully performing work for which he/ she is employed with the 

Company. 

It prevents an employee for engaging in overtime assignments (if applicable). 

It involves companies that are doing or seeking to do business with the Company, including 

actual or potential vendors or customers. 

It violates provisions of law or the Company’s policies and procedures 

 
10.3 Ethical standards - The Management expects all employees to exercise the highest 

degree of professional business ethics in all actions they undertake on behalf of the 

Company. Employees should observe all laws and regulations governing business 

transactions and engage in fair competitive actions. Employees are prohibited from using, 

directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 

any unlawful goal. The Company also prohibits the establishment or maintenance of 

undisclosed or unrecorded funds and assets. All reporting of information should be timely 

and accurate. Employees should not make any false or misleading entries in any book or 

record. Employees should use Company funds only for legitimate and ethical purposes. 

10.4. You shall at all times conduct yourself soberly and temporally while on the work 

premises and show proper respect and civility to all concerned and shall use your best 

endeavour to promote the interests of the Company and to maintain and promote good 

reputation thereof. 

10.5. You shall abide by the rules and regulations of the Company that are in force from 

time to time and during the period of your employment with the Company and these will be 

deemed to form an integral part of this Agreement. The Company shall have the right to 

add, amend and modify any or all of the above terms and conditions of service which shall 

be binding on you. 

10.6. You shall not, during the continuance of your employment with the company, or at 

any time thereafter, disclose to any individual, firm, company, or body 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

Information") of the Company or its associated or subsidiary companies, except as, may be 

required in connection with your employment hereunder or as may be consented to by the 

Company in writing. The term "Proprietary and Confidential Information" shall without 

limitation include any Know How, formulae, any technical, financial, statistical, marketing, 

designs, product information or any other data or information of the Company whether 

expressly designated as confidential or not. 

10.7. You shall not, after the termination of your employment with the Company, use in 

any manner whatsoever on behalf of yourself or any other individual, firm, company or 

body corporate, your knowledge of or influence over or contact with any of the customers, 

suppliers or contractors of the Company, or its associated or subsidiary companies or 

utilize any information which may have been obtained by you during the course of your 

employment with the Company. 

10.8. All works executed by you in the course of discharging your assigned duties and 

the intellectual properties subsisting therein, shall remain property of the Company and the same shall 

constitute “works made for hire”. 

 
 

11. Data Privacy 

 
11.1. By signing this letter, you consent to the Company holding and processing 

information about you for legal, personnel, administrative and management purposes and 

in particular to the processing of any sensitive personal data or information as prescribed 

by the governing statute as applicable. 

11.2. You acknowledge that any information that is freely available or accessible in public 

domain or furnished under the Right to Information Act, 2005 or any other law for the time 

being in force shall not be regarded as sensitive personal data or information for the 

purposes of those rules. 

11.3. You consent to the transfer of such personal information to other offices the 

Company may have or to other third parties, whether or not outside the Union of India, for 

administration purposes and other purposes in connection with your appointment, where it 

is necessary or desirable for the Company to do so. 

 

 

 

 

 

 

 

 

corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade secrets, transactions or affairs (“Proprietary and Confidential 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract. 

 
13. Severability, integration and No Modification Clause 

 
13.1. Severability – In the event that any provision of your employment Agreement should 

be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 

portions of this Agreement shall remain in full force and effect. 

13.2. No Modification – No modification, amendment, or waiver of any of the provisions 

contained in this Agreement, or any future representation, promise, or connection with the 

subject matter of this Agreement, shall be binding upon any party hereto unless made in 

writing and signed by such party or by a duly authorized officer agent of such party. 

14. Notices 

Notices may be given by you to the Company at its registered office address. Notices may be 

given by the Company to you at the address intimated by you in the official records. 

 
15. Applicability of Company Policy 

The Company shall be entitled to make policy declarations from time to time pertaining to 

matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 

etc., and may alter the same from time to time at its sole discretion. All such policy 

decisions of the Company shall be binding on you and shall override this Agreement to that 

extent. 

 

16. Governing Law/Jurisdiction 

Your employment with the Company is subject to Indian laws. All disputes shall be subject 

to the jurisdiction of High Court, Mumbai only. 

 

17. Rules & Regulations 

You will abide by the rules and regulations of the Company as may be in force from time to 

time and if any violation made would be subjected to the Disciplinary action. If the above 

terms and conditions are acceptable to you, you may please endorse your acceptance in the 

format enclosed. 

 

 

 

 

 

 

 

 

 

 
12. Indemnity 

You agree to indemnify and hold the Company harmless from all losses, liabilities, 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

A wonderful experience awaits you here, that’s a promise! 

 
Yours truly 

For, Upskilling Edutech Pvt Ltd. 

 

 

 

 

 

 
Dedicated Period of Service. 

 
The company is committed to investing its resources in a training and development of its 

employees. As such, the company has a reasonable expectation that you will apply the 

knowledge and skills attained at Training on the job to maximize the positive impact of the 

learnt skills in your assigned key results. Considering the significant investment that the 

training represents, the company will deduct the training costs component from your final 

settlement to ensure that you will not defect to another employer before the cost of the 

training is amortized. The total cost of training each employee is determined to be Rs. 

25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 

remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”). 

 
During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 

poor performance or if you voluntarily leave the company, the company shall deduct costs 

incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 

If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 

months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 

be retained. 

 

 

 

 

 

 

 

 
We welcome you to our organization and look forward to your contribution to the growth 

of the organization and yourself. 



 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

Acceptance of the candidate: 

I have read and understood the above terms and conditions and I accept this offer, as set 

forth above with SkillVertex Edutech, and will report on or before 17/02/2022. 

 

NAME: _   

DATE:      

(Candidate’s Signature) 

With Regards, 

VP – Human Resource 

SkillVertex Edutech 

ACCEPTANCE LETTER 



 
 
 
 
 
 
 
 

 

 

SI. 

NO. 

Particulars 

1. Professional / Educational Certificates 
 

• Payslip of Last 3 Months of previous employment (if applicable). 
 

• Relieving Letter From Previous Served Company (if applicable). 
 

• Graduation Certificate 
 
 

Other relevant educational certifications 

2. Colour Scanned Copy of Photographs. 

3. PAN Card and Aadhar card Scanned Copy. 

4. Bank Account Details: Bank Name, Your Name as per Bank records, 

Account Number, IFSC Code. 

 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Sumanth Neduru,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 

ABC
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subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Jaswanth Reddy Sudhakar Reddy,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Kolla Venkata Nagapavan Kalyan,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Sachinn M,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Albis Abel Das,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Mademguru Harinath Reddy,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Abhinav Suresh,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Yeswanth Reddy Yarragudi,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Nikhil D,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Thadhi Surya Prakash Reddy,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Rohith S,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Karthik V,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Lalu Prasad M,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Yashas L,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Narendrakumar,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Siddanajayanth,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Modem Tejeshwar,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Abbarathi Manihar Nikhil,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear R Tejaswini,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Afzal Mohammed Thupakula,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Bhoomika M,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 



 
 

 
  
 

4.5. If the Company bears any relocation expense at the time of your appointment and/ or 
transfer and you leave the Company within 12 (Twelve) months of such relocation; the 
Company shall be entitled to retain the relocation charges from your full and final 
settlement.   

5.Timings    
  
You will observe the timings prevalent in the establishment or establishments where your 
services are made use of. You will be required to work for such hours as necessary for the 
proper discharge of your duties to the Company. You are expected to work not less than 48 
hours each week and daily basis the goals completion for the day.   

6.Background Verification Check   

Your probationary appointment, confirmation as well as continued employment in the 
services of the company are subject to clearance of background verification check done by 
the company.    

7.Retirement   
You will retire from the services of the company on attaining the age of 58 years   

8.Discipline   
It is an express condition of services that you shall wholly devote your time to the company’s 

business. Attending to or pursuing in any other way, during the office hours, any personal 
or private business unconnected with your employment in this company or engaging in 
any part time business, allied, connected or incidental to the company's business is strictly 
forbidden.    

8.1 Occupation in any part time service of a remunerative character requires the prior 
consent of the management. Pursuit of any vocation of this nature detrimental to the 
efficient discharge of your duties shall be considered inconsistent with the terms of your 
tenure in this company.    
 



 
 

 
 
 
 
8.2 All formal academic pursuits like attendance at colleges, courses, etc. shall require the 
prior consent of the Management. The Management will treat any  
 
breach of this condition as misconduct liable to disciplinary action which may include 
dismissal.   
  
8.3 You shall be governed by and shall be subject to the code of conduct and such other 
rules, regulations and guidelines applicable to your category of employees and as 
prevailing at the time of your joining or as subsequently modified or amended or replaced 
and in force from time to time.    

  
8.4 You will not borrow or accept any money, gifts, reward or compensation for your 
personal gains from or otherwise place yourself under monetary obligation to any 
person/client with whom you may be having official dealings.   

9.Company Property    
You will always maintain in good condition Company property, which may be entrusted to 

you for official use during the course of your employment and shall return all such property to 
the Company prior to relinquishment of your charge, failing which the cost of the same will 
be recovered from you by the Company.    

10. Code of Conduct and Ethics    
You are to adhere strictly to the following Company Code of Conduct & Ethics:    
10.1 Investments - Employees are prohibited from investing in any of the Company’s clients, suppliers or 

competitors unless the securities are publicly traded and the investments are available on 
the same terms as available to the general public. This prohibition applies to all forms of 
investments and to all employees, directors, officers and agents of the Company and their 
immediate families. In general, employees should not have any financial interest in a client, 
supplier or competitor that could cause divided loyalty or give the appearance of divided 
loyalty.    

    

10.2 Engaging in private trade or alternate/ outside employment - All fulltime employees, 
shall not engage directly or indirectly in any trade/business or undertake any other 
employment or consultancy or undertake such trade/business/consultancy on behalf of 
anyone else, either with/without remuneration, during the course of  
 



 
 

 
 
 
 
his/her employment with the Company, except with the written permission of the 
management.  Also, such private trade and/or alternative employment should not adversely 
affect performance and conflict with the business interest of the Company (this would 
include working for a competitor). In cases of conflict with any outside employment activity, the 

employee’s obligations to the Company must be given priority. In general, private trade and/or 
alternative employment is not allowed when:  
It prevents an employee from fully performing work for which he/ she is employed with the 
Company.    

It prevents an employee for engaging in overtime assignments (if applicable).    

It involves companies that are doing or seeking to do business with the Company, including 
actual or potential vendors or customers.    

It violates provisions of law or the Company’s policies and procedures   
 
10.3 Ethical standards - The Management expects all employees to exercise the highest 
degree of professional business ethics in all actions they undertake on behalf of the 
Company. Employees should observe all laws and regulations governing business 
transactions and engage in fair competitive actions. Employees are prohibited from using, 
directly or indirectly, corporate funds and assets for any unlawful purpose or to accomplish 
any unlawful goal. The Company also prohibits the establishment or maintenance of 
undisclosed or unrecorded funds and assets. All reporting of information should be timely 
and accurate. Employees should not make any false or misleading entries in any book or 
record. Employees should use Company funds only for legitimate and ethical purposes.    
10.4. You shall at all times conduct yourself soberly and temporally while on the work 
premises and show proper respect and civility to all concerned and shall use your best 
endeavour to promote the interests of the Company and to maintain and promote good 
reputation thereof.    
10.5. You shall abide by the rules and regulations of the Company that are in force from 
time to time and during the period of your employment with the Company and these will be 
deemed to form an integral part of this Agreement. The Company shall have the right to 
add, amend and modify any or all of the above terms and conditions of service which shall 
be binding on you.    
10.6. You shall not, during the continuance of your employment with the company, or at 
any time thereafter, disclose to any individual, firm, company, or body  
 
 
 



 
 

 
 
 
 
corporate, or authority any information or knowledge with regard to the business, dealings, 

activities, trade  secrets, transactions or affairs (“Proprietary and Confidential  
Information") of the Company or its associated or subsidiary companies, except as, may be 
required in connection with your  employment hereunder or as may be consented to by the 
Company in writing. The term "Proprietary and Confidential Information" shall without 
limitation include any Know How, formulae, any technical, financial, statistical, marketing, 
designs, product information or any other data or information of the Company whether 
expressly designated as confidential or not.   
10.7. You shall not, after the termination of your employment with the Company, use in 
any manner whatsoever on behalf of yourself or any other individual, firm, company or 
body corporate, your knowledge of or influence over or contact with any of the customers, 
suppliers or contractors of the Company, or its associated or subsidiary companies or 
utilize any information which may have been obtained by you during the course of your 
employment with the Company.     
10.8. All works executed by you in the course of discharging your assigned duties and 
the intellectual properties subsisting therein, shall remain property of the Company and the same shall 
constitute “works made for hire”.   

11. Data Privacy    

11.1. By signing this letter, you consent to the Company holding and processing 
information about you for legal, personnel, administrative and management purposes and 
in particular to the processing of any sensitive personal data or information as prescribed 
by the governing statute as applicable.    
11.2. You acknowledge that any information that is freely available or accessible in public 
domain or furnished under the Right to Information Act, 2005 or any other law for the time 
being in force shall not be regarded as sensitive personal data or information for the 
purposes of those rules.    
11.3. You consent to the transfer of such personal information to other offices the 
Company may have or to other third parties, whether or not outside the Union of India, for 
administration purposes and other purposes in connection with your appointment, where it 
is necessary or desirable for the Company to do so.    



 
 
 
 
 
 
 
12. Indemnity    
You agree to indemnify and hold the Company harmless from all losses, liabilities, 
claims and damages (including the lawyer’s fee) which may arise as a result of any unauthorized act 

by you or any act caused by you being in contravention of your employment contract.   
  
13. Severability, integration and No Modification Clause   

13.1. Severability – In the event that any provision of your employment Agreement should 
be held to be void, voidable, and unlawful or for any reason unenforceable, the remaining 
portions of this Agreement shall remain in full force and effect.   
13.2. No Modification – No modification, amendment, or waiver of any of the provisions 
contained in this Agreement, or any future representation, promise, or connection with the 
subject matter of this Agreement, shall be binding upon any party hereto unless made in 
writing and signed by such party or by a duly authorized officer agent of such party.    

14. Notices    
Notices may be given by you to the Company at its registered office address. Notices may be 
given by the Company to you at the address intimated by you in the official records.   

15. Applicability of Company Policy   
The Company shall be entitled to make policy declarations from time to time pertaining to 
matters like leave entitlement, maternity leave, employees’ benefits, working hours, transfer policies 
etc., and may alter the same from time to time at its sole discretion. All such policy 
decisions of the Company shall be binding on you and shall override this Agreement to that 
extent.    

16. Governing Law/Jurisdiction   
Your employment with the Company is subject to Indian laws. All disputes shall be subject 
to the jurisdiction of High Court, Mumbai only.    

17. Rules & Regulations    
You will abide by the rules and regulations of the Company as may be in force from time to 
time and if any violation made would be subjected to the Disciplinary action. If the above 
terms and conditions are acceptable to you, you may please endorse your acceptance in the 
format enclosed.    
 
 
 
 



 
 

 
 
 
 
We welcome you to our organization and look forward to your contribution to the growth 
of the organization and yourself.   

A wonderful experience awaits you here, that’s a promise!   

Yours truly   
For, Upskilling Edutech Pvt Ltd.   

                          
 

Dedicated Period of Service.    

The company is committed to investing its resources in a training and development of its 
employees. As such, the company has a reasonable expectation that you will apply the 
knowledge and skills attained at Training on the job to maximize the positive impact of the 
learnt skills in your assigned key results. Considering the significant investment that the 
training represents, the company will deduct the training costs component from your final 
settlement to ensure that you will not defect to another employer before the cost of the 
training is amortized. The total cost of training each employee is determined to be Rs.  
25000 (Rupees Twenty-Five Thousand only). By signing this Agreement, you agree to 
remain an employee of the company for a period of 1 (one) year (“Dedicated Period of Service”).    

During this ‘Dedicated Period of Service’ if you are terminated on grounds of misconduct, fraud or repeated 
poor performance or if you voluntarily leave the company, the company shall deduct costs 
incurred for your training not exceeding Rs. 25000 (Rupees Twenty-Five Thousand only). 
If you separate between 0-3 months - entire Training cost shall be retained, between 4-6 
months - 50% of training cost shall be retained and 6-12 months 25% of training cost shall 
be retained.  

    

   

  
 
 
 



 
 

  

                             ACCEPTANCE LETTER   

Acceptance of the candidate:   

I have read and understood the above terms and conditions and I accept this offer, as set 
forth above with SkillVertex Edutech, and will report on or before 17/02/2022.   

NAME: _________________________  
DATE:  __________________________   

(Candidate’s Signature)   

With Regards,   

VP – Human Resource   
SkillVertex Edutech  
  

  

  

  

  

  

  

  

  

  

  

  
  

 



 
 

 

  

SI.    
NO.  

Particulars  

1.   Professional / Educational Certificates  

• Payslip of Last 3 Months of previous employment (if applicable). 

• Relieving Letter From Previous Served Company (if applicable). 

• Graduation Certificate 

Other relevant educational certifications  

2.   Colour Scanned Copy of Photographs.  

3.   PAN Card and Aadhar card Scanned Copy.  

4.   Bank Account Details: Bank Name, Your Name as per Bank records, 
Account Number, IFSC Code.  

   
 



 
 

 
 
 

  

                                 Offer / Appointment Letter   
  

Dear Sourav Panda,  

With reference to your application and the subsequent interview you had with us, we are 
pleased to offer you an employment offer with SkillVertex Edutech for the position of 
Business Development Associate in our organization. This offer takes effect from your date 
of joining which shall be on 17th February 2022.   

1.Compensation   
We confirm offering annual compensation of INR 7,00,000 (Seven Lakh only) comprising of 
fixed component of INR 4,00,000 (Four Lakhs only),  variable component of INR 3,00,000 
(Three Lakhs only). 

2.Probation Period   
You will be on probation for 100 Days during which your performance will be reviewed, 
however you are expected to clear the On the Job Training (OJT) in 10 days (UNPAID).  
Your employment is terminable by giving (48 Hours) notice during the probation period & 
(30 days) post confirmation. Either party is not bound to give any reason thereof. During 
the probation period you are eligible for a remuneration of INR 25,000 (INR 15,000 fixed 
+ INR 10,000 incentives).  

a.) Commencement/Validity of Employment   
Your employment will be effective, as of 17th February 2022. This offer of appointment is valid 
until 10th February 2022 for acceptance. If we do not hear from you by 10th February 
2022 i.e. the date on which validity of the offer expires, this offer of appointment shall be 
treated as withdrawn.   

b.) Immediate Posting and Future Transfer   
You will report to the designated manager, based out of the Bengaluru office location. It 
may, however, be noted that you may be posted at/ transferred to any other establishment 
of the company, at the sole discretion of the management. Such an establishment may be 
outside the city or state of your immediate or  
 
 
 



 
 

 
 
 
subsequent posting/s and could be at any office, existing or new. Save as may be provided 
for, you shall not be entitled to any monetary benefit or compensation solely by virtue of 
such transfer.   

  
  

3.Salary   

Your salary and other benefits will be as set out in Schedule 1, hereto. Your salary will be 
paid monthly as direct deposit to your Bank account (in arrears with next month’s salary, if you are 
joining post 20th of a month). The structure of your compensation plan may be altered / 
changed from time to time in line with the Compensation policy and practices of the 
Organization.    

4.Notice for Resignation / Termination of Employment   

4.1. During the probation period your services can be terminated with 48 Hours’ notice on either side 

or payment in lieu thereof and without any reasons whatsoever. If your services are 
found satisfactory during the probation period, you will be confirmed in the present 
position and thereafter your services can be terminated on 30 Days’ notice on either side or 
Basic salary as payment in lieu thereof.    

4.2. For any act/acts of misconduct or acts of omission or commission or negligence, during 
the probation period or after confirmation, your services are liable to be terminated 
immediately. The Company may at its sole discretion hold domestic inquiry to inquire into the 
act/acts of misconduct or acts of omission or commission or negligence alleged against you. 

You could be liable for suspension pending inquiry or final orders. You will, however, be 
entitled to salary for the period of suspension if the charges are not proved against you.    
4.3. On the termination of your employment for whatever reason, you will return to the 
Company all property; documents and paper, both original and copies thereof, including 
any samples, literature, contracts, records, lists, drawings, blueprints, letters, notes, data 
and the like; and Confidential Information, in your possession or under your control relating to 
your employment or to clients’ business affairs.   

4.4. In the unlikely event of cessation of employment due to any reason whatsoever within 
twelve months from the date of joining, the notice pay buyout assistance if any provided by 
the company at the time of joining along with the applicable tax, would be recovered from 
the employee at the time of full and final settlement.  
 
 




