
3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 

11TCS Confidential

TCSL/DT20218147997



12TCS Confidential

TCSL/DT20218147997



Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=iT8i4p44ZpFZTq6TZ8FZLpL88T888p880pqT94pZqFq6xxx43ixU4F440pqTb3LibpLi9FpZi38


GROSS SALARY SHEET Annexure 1

Name Preksha  G

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 

21TCS Confidential

TCSL/DT20218147997



SALARY ELEMENTS Amount (INR) 

Base Pay 348,300 

House Rent Allowance. 174,150 

Grade Allowance 65,120 
  

Guaranteed Cash 587,570 

Performance Bonus* 83,592 
Total Cash 671,162 

Retirement Benefits 

Provident Fund (PF) 41,796 
 
Gratuity Fund 

 
16,753 

 

Description 
Basic pay - HRA, performance bonus and Retirement benefits calculated on 
base pay. Monthly payout. Fully taxable. 

HRA- Percentage of Base pay. Monthly payout. Tax exemption based on 
Income Tax rules 

Grade Allowance- Taxable allowance paid monthly. 
 

 

Target Performance Bonus- Fully taxable, paid in the month of February, it 
is subject to yours and Shell's performance. 

 

 

PF- Company contribution of 12% of Base Pay; Employee contributes an 
equal amount 

 
Gratuity- 4.81% of Base Pay - Defined benefit of 15 days Base Pay for each 
year of service after 5 years 

 

YOUR PAY AND BENEFITS 
Letter of offer 

Name : GUNA K   
Job Group :  7

 
 
 
 
 
 
 
 

*Paid in the month of February based on Individual and Business Performance 

**Market Competitive Allowance (MCA) is a temporary cash allowance paid to cover market premium, which is non-pensionable, taxable, and paid in addition to 
normal pay, on a monthly basis. Subject to periodical review, the level of MCA may go up or down, or be withdrawn, after each review. 

NOTE: All the above salary components are subject to standard tax deduction as per income tax rules 
 

Other Benefits 

Hospitalization Cover 
INR 4 Lac inclusive of 75k on maternity. Eligibility – Employee, Spouse and 

Children. 
Group Personal Accident (GPA) As per the company Policy 
Group Term Life (GTL) As per the company Policy 
Food coupons Food coupons of Rs 50 per working day 

Business Travel Safety compliant road transport, business class air travel exceeding 4 hours 

Share plans 

 
Employee Share purchase plans 

Employees can purchase shares at discounted price 
(15% discount on the minimum of share prices on 

plan start and end date) 

Performance Share Plans By nomination for sustained high performance 
Disclaimer: The above benefits will be applicable as per the Company’s policies and guidelines prevalent at 

that time. 

Retirement Benefits Total 58,549 

Total Cost To Company 729,711 

Settling In Allowance 120,000 
 

Leave Type En�tlements 
Earned Leave 25 days 
Sick Leave On need basis 
Maternity Leave 26 weeks 
Paternal Leave 5 days 
Compassionate Leave 5 days 
Paid Holidays 12 days 

 

Market Competitive Allowance** 0 
Overall Compensation 849,711 

 



Offer: Computer Consultancy
Ref: TCSL/DT20218222955/Bangalore
Date: 08/10/2021

Mr. Rakshith  M
20/16 , 1 St Main RoadNear Hanuman Temple,
Gorguntepalya,
Bangalore-560022,
Karnataka.
Tel# 91-7019599733

Dear Rakshith  M,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=66664944b3Liq8q63ZxUp3pF08qTbZLiTb6TFTFF6066i08i3bxU4b44LiL8p3pFxpx4x8x496p


GROSS SALARY SHEET Annexure 1

Name Rakshith  M

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218319313/Bangalore
Date: 08/10/2021

Ms. Kusumanjali  Vegi
B1, Icpl QuartersIcpl Quarters,
Near Uttur,
Bagalkot-587313,
Karnataka.
Tel# -

Dear Kusumanjali  Vegi,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

4TCS Confidential

TCSL/DT20218319313



RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 

10TCS Confidential

TCSL/DT20218319313



time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=93pZ8088Tq6TFqFFp4pF80884U44FUFFbTLiTx6T4Z44L4L86666p0pF6466xLx4FTFFqiq66U6


GROSS SALARY SHEET Annexure 1

Name Kusumanjali  Vegi

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218296753/Bangalore
Date: 08/10/2021

Ms. Arpitha  R
#89,
Gadenahalli,
Bangalore-562157,
Karnataka.
Tel# -

Dear Arpitha  R,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Ti6TUZ4UTx6TbpLi8688FTFF09qTTi6Tb8LiqTq63TxU0UqTF8FFq8q6x4x4i88iZxFZU44Ui38


GROSS SALARY SHEET Annexure 1

Name Arpitha  R

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218199370/Bangalore
Date: 08/10/2021

Ms. Neha Prasad T
#6, Pradyumna, Next To Renukambha Temple Road, Doddabommasandra, Vidyaranyapura PostSbi Atm Road,
Doddabommasandra,
Bangalore-560097,
Karnataka.
Tel# -

Dear Neha Prasad T,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 

5TCS Confidential

TCSL/DT20218199370



3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 

6TCS Confidential

TCSL/DT20218199370



confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=6b66TU6T4U448q88Tp6TL0L8ZTFZ4T44UL4UpbpF666630xUqLq6Ti6T00qT3UxUT06TFTFFF0F


GROSS SALARY SHEET Annexure 1

Name Neha Prasad T

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218216780/Bangalore
Date: 08/10/2021

Ms. Rakshitha  M
#55/1 ,8th CrossMagadi Main Road,
Behind Iyengar Bakery,
Bangalore Urban-560023,
Karnataka.
Tel# 91-8660472042

Dear Rakshitha  M,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Z9FZZ6FZUq4Ub8Li68666x66ZFFZ9LpZ8i88xLx4bLLiZFFZq4q6F8FFFZFF0UqT6F66F8FFq9q


GROSS SALARY SHEET Annexure 1

Name Rakshitha  M

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218090180/Bangalore
Date: 08/10/2021

Ms. Keerthi  Kopparapu
Dno:4-235Super Bazae Road,
Gandhi Nagar,
Proddatur-516360,
Andhara Pradesh.
Tel# -

Dear Keerthi  Kopparapu,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=Z0FZ0TqTL0L8Tx6Ti88i3FxU6Z66LqL8UF4Ux8x4UL4U0ZqT8i884q44q0q6LqL8Tp6Tix8ixLx


GROSS SALARY SHEET Annexure 1

Name Keerthi  Kopparapu

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 

18TCS Confidential

TCSL/DT20218090180



(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218109915/Bangalore
Date: 08/10/2021

Mr. Mohammed Raza Vidha
Memon Colony SaraipalyaFathima Layout,
Saraipalya Icici Bank,
Bangalore-560077,
Karnataka.
Tel# -

Dear Mohammed Raza Vidha,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=p0pFb6LipFpFpipFZ8FZFpFFb6LiZ4FZZFFZiF8ip6pFb4LipFpFxqx4Z4FZxix4pqpFZ0FZLLL


GROSS SALARY SHEET Annexure 1

Name Mohammed Raza Vidha

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218236377/Bangalore
Date: 08/10/2021

Ms. S  Saisravanthi
Plot No.1,4th Cross,Sri Sai Nilayam,Vinayaka Enclave 1,Kereguddadahalli,Near Kereguddadahalli Bus Stop,Banglore North,Banglore,Karnataka,560090Vinayaka Enclave-1,
Canara Bank,
Bangalore-560090,
Karnataka.
Tel# 91-8861686184

Dear S  Saisravanthi,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=4644Ub4UL3L8Z3FZ9qpZ4344qZq6xFx44i4400qT6T66x6x48988xTx408qTF6FFb0Lixxx4FLF


GROSS SALARY SHEET Annexure 1

Name S  Saisravanthi

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218179589/Bangalore
Date: 08/10/2021

Mr. Jayanth  M L
Vigananapura Campus Opp To Isro, New Bel Road Bengaluru,
Opp To Isro,
Bengaluru-560094,
Karnataka.
Tel# 91-8722600669

Dear Jayanth  M L,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 

13TCS Confidential

TCSL/DT20218179589

For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=3pxUTx6TTU6T9qpZLxL8p6pFU84Uxpx46i6699pZTF6TFbFFx4x4xUx4bLLix4x4U94ULTL8TU6


GROSS SALARY SHEET Annexure 1

Name Jayanth  M L

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 

20TCS Confidential

TCSL/DT20218179589



(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218204261/Bangalore
Date: 08/10/2021

Ms. Marathi  Niharika
101Lalitha Nagar,
Sanathana School,
Anathapur-515001,
Andhra Pradesh.
Tel# 91-9380975069

Dear Marathi  Niharika,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=6i663qxUq0q693pZ39xUF9FFLTL88q88q4q69ppZ8L880LqT4U446666xpx49qpZ49440bqT636


GROSS SALARY SHEET Annexure 1

Name Marathi  Niharika

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218086521/Bangalore
Date: 08/10/2021

Mr. Lohith  Chenna
1-314Shankavaram Road,
Opposite To Kathipudi Plaza,
Kathipudi-533444,
Andhra Pradesh.
Tel# -9989034412

Dear Lohith  Chenna,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=TF6TTU6Ti68iT96TpqpFi88i6F668q884U44LxL8TF6T4i444Z44pqpFb6Lib6Li96pZTT6T4p4


GROSS SALARY SHEET Annexure 1

Name Lohith  Chenna

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218352928/Bangalore
Date: 08/10/2021

Mr. Meraj  Khan
1st Cross Annasandrapalya Hal Old Airport RoadGowrammalane,
Near Rama Temple,
Bangalore-560017,
Karnataka.
Tel# -8553849991

Dear Meraj  Khan,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 

13TCS Confidential

TCSL/DT20218352928

For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=qZq6qbq636xUqpq69xpZ3ixUq0q66866pppFxUx43xxUpZpFFZFFpbpF3pxUL3L84q446i66x9x


GROSS SALARY SHEET Annexure 1

Name Meraj  Khan

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 

16TCS Confidential

TCSL/DT20218352928



2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218269326/Bangalore
Date: 08/10/2021

Mr. Tharun Sai Chowdary Nettem
3rd Cross RoadAddiganahalli,
Near Bakery,
Bangalore-560064,
Karnataka.
Tel# 91-7995650998

Dear Tharun Sai Chowdary Nettem,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 

1TCS Confidential

TCSL/DT20218269326



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

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 

8TCS Confidential

TCSL/DT20218269326



TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=ZLFZ9TpZF3FF03qTF4FF4U4494pZpLpF3bxUbbLiF6FFqUq6LLL8xFx43LxUUT4U8T8836xUTZ6


GROSS SALARY SHEET Annexure 1

Name Tharun Sai Chowdary Nettem

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218222923/Bangalore
Date: 08/10/2021

Mr. Naresh  Gowda
S/O RamachandraTharidalu,Nagathenahalli,
Thondabhavi,
Gouribidnuru-561213,
Karanataka.
Tel# 91-7090353963

Dear Naresh  Gowda,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 

4TCS Confidential

TCSL/DT20218222923



RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=qxq6U44UqFq638xUii8i9FpZ30xUxUx4L0L84844b9Li38xUUx4U8688TZ6TpZpFiT8iqiq6ZxF


GROSS SALARY SHEET Annexure 1

Name Naresh  Gowda

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20206929116/Bangalore
Date: 08/10/2021

Mr. K Yashwanth Kumar Reddy
#3-30a,Bondaladinne,
Tadipatri,
Anathapuram-515411,
Andhra Pradesh.
Tel# 91-9164554151

Dear K Yashwanth Kumar Reddy,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=8p88ZqFZbULi96pZ6F66T46TZ4FZ0ZqTx0x4LLL8ix8ib3LiZFFZUU4Ub3LiZ3FZib8ipLpFq3q


GROSS SALARY SHEET Annexure 1

Name K Yashwanth Kumar Reddy

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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Offer: Computer Consultancy
Ref: TCSL/DT20218357200/Bangalore
Date: 08/10/2021

Mr. Praveen  Karlapudi
Sai Krupa Pg For Boys,Near Presidency University,Dibbur Gate,
Opposite To Iyengar Bakery,
Bangalore-560064,
Karnataka.
Tel# 91-8549944945

Dear Praveen  Karlapudi,

Sub: Letter of Offer

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

This offer is based on your profile and performance in the selection process. You have been 
selected for the position of Assistant System Engineer-Trainee in Grade Y. You will be a 
part of the application development and maintenance projects across any of the business units of 
TCSL. 

Your gross salary including all benefits will be `3,36,877/- per annum, as per the terms and 
conditions set out herein. Over and above this, you will also be eligible for Learning Incentives 
(Readiness Incentive and/or Competency Incentive) basis your performance in TCS Xplore 
Program which gives you an additional earning potential of upto Rs.60,000 during the first 
year.Annexure-1 provides the break-up of the compensation package. 

Kindly confirm your acceptance of this offer online through the option 'Accept Offer letter'. If not 
accepted within 7 Days, it will be construed that you are not interested in this employment and 
this offer will be automatically withdrawn. 

After you accept this offer, you will be given a joining letter indicating the details of your joining 
date and initial place of posting. The Joining letter will be issued to you only upon successful 
completion of your academic course, you meeting the TCS eligibility criteria & you completing the 
mandatory pre-joining learning curriculum named TCS Xplore (detailed under Terms & 
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Conditions). You will also be issued a letter of appointment at the time of your joining after 
completing joining formalities as per company policy. Your offer is subject to a positive 
background check. 

COMPENSATION AND BENEFITS

BASIC SALARY
You will be eligible for a basic salary of `14,784/- per month. 

BOUQUET OF BENEFITS (BoB)
Bouquet of Benefits offers you the flexibility to design this part of your compensation within the 
defined framework, twice in a financial year. All the components will be disbursed on a monthly 
basis. 

The components under Bouquet of Benefits are listed below. The amounts given here for each of 
the components below are as per pre-defined structure. However you may want to re-distribute 
the BoB amount between the components as per your tax plan, once you join TCSL. To design 
your Bouquet of Benefits, you may access the link to BoB in the "Employee Self Service" link on 
"Ultimatix", the internal portal of TCSL. Taxation will be governed by the Income Tax rules. TCSL 
will be deducting tax at source as per income tax guidelines. 

1. House Rent Allowance (HRA)
Your HRA will be `5,914/- per month. While restructuring your BoB amount to 
various components, it is mandatory that at least 5% of monthly basic pay be allocated 
towards HRA. 

2. Leave Travel Allowance
You will be eligible for annual Leave Travel Allowance which is equivalent to one month's 
basic salary or a pro-rata amount in case you join during the financial year. This will be 
disbursed on a monthly basis along with the monthly salary. To avail income tax benefits, 
you need to apply for a minimum of three days of leave and submit supporting travel 
documents. 

3. Food Card
You will be eligible for a Food Card. It can be used to purchase food items at all domestic 
VISA enabled restaurants and fast food restaurants including TCS cafeterias.As per the 
Pre-Defined structure you will be eligible for a Food Card with an amount of `500/- 
being credited to this card per month. However you may want to re-distribute the BoB 
amount between the components as per your tax plan, once you join TCSL. 
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PERFORMANCE PAY

Monthly Performance Pay
You will receive a monthly performance pay of `1,700/-. The same will be reviewed on 
completion of your first Anniversary with the company and will undergo a change basis your own 
ongoing individual performance. 

Quarterly Variable Allowance
Your variable allowance will be `600/- per month, and will be paid at the closure of each 
quarter based on the performance of the company and your unit and to the extent of your 
allocation to the business unit. 

Quarterly Variable Allowance is subject to review on your first anniversary and may undergo a 
change based on the actual performance of the Company, your business unit and your own 
ongoing individual performance. The payment is subject to your being active on the company 
rolls on the date of announcement of Quarterly Variable Allowance. 

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

Performance Pay will be effective upon successful completion of the TCS Xplore Programme. 

CITY ALLOWANCE
You will be eligible for a City Allowance of `200/- per month. This is specific to India and is 
linked to your base branch. In the event of a change in your base branch this amount may 
undergo a change. It will stand to be discontinued while on international assignments. This 
allowance is fully taxable and subject to review. 

XPLORE/ LEARNING INCENTIVES
You will be eligible for Readiness Incentive AND/ OR Competency Incentive, basis your 
performance in TCS Xplore Program. The incentives gives you an additional earning potential of 
upto Rs.60,000 over and above your CTC during the first year. 

OTHER BENEFITS

Health Insurance Scheme
TCSL brings the benefit of health insurance cover to you and your dependants under the 
company's Health Insurance Scheme(HIS). 

HIS offers the following benefits: 
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1. Basic Cover
i. Entitlement - Includes domiciliary expenses up to `6,000/- per insured person per 
annum and basic hospitalization expenses up to `2,00,000/- per insured person per 
annum. 

ii. Premium - Basic premium for self, spouse and three children is entirely borne by TCSL, 
provided these members are explicitly enrolled by you under the scheme. Additionally, if 
you wish to cover dependent parents/parents-in-law or remaining children, the applicable 
premium per insured person is to be borne by you. 

2. Higher Hospitalisation
Coverage under Higher Hospitalisation is mandatory. Under this scheme, you and your 
enrolled dependents will be automatically covered under Higher Hospitalisation benefits. 

i. Entitlement - You and your enrolled dependants will be entitled for `12, 00,000/- as a 
family floater coverage towards hospitalisation expenses, over and above the individual 
basic coverage. 

ii. Premium - For Higher Hospitalisation, a part of the premium will be recovered from your 
salary and the differential premium will be borne by TCSL. 

Maternity Leave
Women employees are eligible to avail maternity leave of twenty six weeks. Adopting or 
commissioning mother,may avail maternity leave for twelve weeks. For more details on the 
benefits and eligibility, once you join, please refer TCS India Policy - Maternity Leave. 

Tata Sons and Consultancy Services Employees' Welfare Trust (TWT)
You will become a member of the TWT, on completion of continuous association of one year 
from the date of joining TCSL. A nominal annual membership fee of `250/- will be recovered 
from you for the same. The Trust provides financial assistance by way of grants/ loans in 
accordance with the rules framed by the Trust from time to time for medical and educational 
purposes and in case of death of members while in service. 

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

Professional Memberships
You will be eligible for reimbursement of expenses towards professional membership as per 
TCSL's policy. 
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RETIRALS

Provident Fund
You will be a member of the Provident Fund as per the provisions of "The Employees Provident 
Fund and Miscellaneous Provisions Act, 1952", and TCSL will contribute 12% of your basic 
salary every month as per the provisions of the said Act. 

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

TERMS AND CONDITIONS

1. Aggregate Percentage Requirements
Your appointment will be subject to your scoring minimum aggregate (aggregate of all 
subjects in all semesters) marks of 60% or above (or equivalent CGPA as per the 
conversion formula prescribed by the Board / University) in the first attempt in each of 
your Standard Xth, Standard XIIth, Diploma (if applicable) and highest qualification 
(Graduation/ Post Graduation as applicable) which includes successful completion of your 
final semester/year without any pending arrears/backlogs. As per the TCSL eligibility 
criteria, marks/CGPA obtained during the normal duration of the course only will be 
considered to decide on the eligibility. 

As communicated to you through various forums during the recruitment process, your 
appointment is subject to completion of your course within the stipulated time as specified 
by your University/Institute and as per TCSL selection guidelines. 

It is mandatory to declare the gaps/arrears/backlogs, if any, during your academics and 
work experience. The management reserves the r ight to withdraw/revoke the 
offer/appointment at any time at its sole discretion in case any discrepancy or false 
information is found in the details submitted by you. 

2. Pre requisites for Joining
To enable your readiness to work on assignments upon joining, we have put together a 
comprehensive learning program named TCS Xplore which is made available to you 
digitally. This foundation program will include Online learning content, Webinars, practice 
sessions & proctored assessments. Further to accepting this Offer letter, you are required 
to enroll for the TCS Xplore Program and start your learning journey with TCSL. TCSL will 
make Xplore program available for you upon your offer acceptance. Please note that your 
joining is subject to successful completion of your TCS Xplore program including the 
proctored assessment. We encourage you to complete your pre-learning, through TCS 
Xplore, well before your expected date of joining to avoid delays in onboarding. 
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3. Training Period
You will be required to undergo class room and on the job training in the first twelve 
months (including the TCS Xperience Programme as set out herein below), during which 
period you will be appraised for satisfactory performance during/after which TCSL would 
normally confirm you. 

This confirmation will be communicated to you in writing. If your performance is found 
unsatisfactory during the training period, the company may afford you opportunities to 
assist you and enable you to improve your performance. If your performance is still found 
unsatisfactory, TCSL may terminate your traineeship forthwith. 

However, TCSL may even otherwise at its sole discretion terminate the traineeship any 
time if your performance is not found satisfactory. The terms and conditions of the training 
will be governed by TCSL's training policy. TCSL reserves the right to modify or amend 
the training policy. 

If you remain unauthorizedly absent for a consecutive period of 3 days during the training 
programme, you shall be deemed to have abandoned your traineeship and your name will 
automatically stand discontinued from the list of TCS Xperience trainees without any 
further intimation/separate communication to you. 

4. Working Hours
Your working hours are governed by applicable law. You may be required to work in shifts 
and/or over time depending upon the business exigencies as permitted by law. 

5. Mobility
TCSL reserves the right to transfer you at any of its offices, work sites, or associated or 
affiliated companies in India or outside India, on the terms and conditions as applicable to 
you at the time of transfer. 

6. Compensation Structure / Salary components
The compensation structure/salary components are subject to change as per TCSL's 
compensation policy from time to time at its sole discretion. 

7. Increments and Promotions
Your performance and contribution to TCSL will be an important consideration for salary 
increments and promotions. Salary increments and promotions will be based on TCSL's 
Compensation and Promotion policy. 

8. Alternative Occupation / Employment
Either during the period of your traineeship or during the period of your employment as a 
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confirmed employee of TCSL, you are not permitted to undertake any other employment, 
business, assume any public or private office, honorary or remunerative, without the prior 
written permission of TCSL. 

9. Confidentiality Agreement
As part of your acceptance of this appointment as an employee with TCS you are 
required to maintain strict confidentiality of the intellectual property rights protected 
information and other business information of TCS and its clients which may be revealed 
to you by TCS or which may in the course of your engagement with TCS come your 
possession or knowledge unless specifically authorized to do so in writing by TCS. This 
Confidentiality Clause shall survive the termination or earlier determination of this 
Appointment. The detailed Confidentiality related terms and conditions are set out in 
Annexure 3. 

10. Service Agreement
As TCSL will be incurring considerable expenditure on your training, you will be required 
to execute an agreement, to serve TCSL for a minimum period of 1 year after joining, 
failing which, you (and your surety) will be liable to pay TCSL `50,000/-towards the 
training expenditure. Service agreement duration of one year refers to continuous service 
of 12 months from date of joining TCSL and excludes the duration of Leave without pay 
(LWP) and/or unauthorized absence, if any. 

11. Work in SBWS mode
TCS' Secure Borderless Workspaces (SBWS) is a transformative operating model 
framework that allows seamless deployment of virtual workspaces in a secure manner 
that enables flexible working options aligned to its business objectives. You may be 
required to work either from TCS offices/TCS Client offices or from home (remote 
working) as per the requirements of the project or group you are assigned to work with 
and as communicated to you by the Unit HR or your supervisor. You are required to abide 
by the Policy and / or Guidelines issued by TCS from time to time while operating within 
this framework. For more details, please refer the Policy / Guideline document on Remote 
Working. 

It is essential that you understand the applicable Policy and / or the Guidelines of such 
flexible working and ensure adherence to TCS Security Policies/Protocols and 
Confidentiality obligations at all t imes. 

12. Overseas International Assignment Agreement
I f  you are on international assignment, you wil l  be covered by the TCS India 
Policy-International Assignments (from India to other Countries) from the date of 
placement for an international assignment. Accordingly, you will be required to sign the 
Overseas International Assignment Agreement/s and any other applicable related 
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documents pertaining to the international assignment for which you are being placed In 
case of every international assignment that exceeds 30 days, you will be required to 
serve TCSL as per the Notice Period clause mentioned below. 

This is to ensure that the knowledge and information gained by you during your 
assignment is shared and available to TCSL and its associates.This transfer of 
knowledge and information is essential for TCSL to continue to serve its clients and 
customers better.If you are deputed internationally for training,you will be required to sign 
an agreement to serve TCSL for a minimum period of 6 months on completion of training. 

13. Terms and Conditions
The above terms and conditions are specific to India and there can be changes to the 
said terms and conditions in case of deputation on international assignments. 

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

15. Notice Period
Upon your confirmation, this contract of employment is terminable by you by giving 90 
days notice in writing to TCSL. It is clearly understood, agreed and made abundantly 
clear that you shall have to necessarily work during the period of notice of 90 days given 
by you under this clause. However, upon your serving the notice under this clause, TCSL 
may relieve you any time during the period of notice at its sole discretion. 

Upon your confirmation, this contract of employment may be terminated by TCSL by 
giving you 90 days notice or payment in lieu thereof. 

It is understood, agreed and made abundantly clear herein that you shall have to 
necessarily work during the notice period given by TCSL under this clause, unless you 
are otherwise relieved by TCSL by giving you payment in lieu of notice. 

Your failure to comply with this clause will entail monetary payment of damages to TCS 
as may be determined by it at its own discretion having regard to the responsibilities 
shouldered by you while being in the employment of TCS. 

16. Retirement
You will retire from the services of TCSL on reaching your 60th birthday as per the proof 
of age submitted by you at the time of joining. 

17. Pre-employment Medical Certificate
You are required to submit a Medical Certificate of Fitness (in the format prescribed by 
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TCSL) which needs to be verified by a registered medical practitioner having a minimum 
qualification of MBBS to the Induction Coordinator. 

18. Employment of Non Indian Citizens
In case, you are not a citizen of India, this offer is subject to your obtaining a work permit 
and / or any other permissions and / or documentation as prescribed by the Government 
of India. 

19. Background Check
Your association with TCSL will be subject to a background check in line with TCSL's 
background check policy. A specially appointed agency will conduct internal and external 
background checks. Normally, such checks are completed within one month of joining.If 
the background check reveals unfavourable results, you will be liable to disciplinary action 
including termination of traineeship/service without notice. 

20. Submission of Documents
Please note that you should initiate and complete the upload of mandatory documents on 
the nextstep portal as soon as the offer letter is accepted (subject to availability of the 
documents) 

Please carry the below listed Original Documents for verification on your joining day. 

- Permanent Account Number (PAN) Card - You are required to submit a copy of your PAN 
  card along with other joining forms, immediately on joining. As per Indian Income Tax 
  rules, the PAN number is a mandatory requirement for processing salary
- Aadhaar Card
- Standard X and XII/Diploma mark sheets & Certificate
- Degree certificate/Provisional Degree Certificate and mark sheets for all semesters of 
  Graduation
- Degree certificate and mark sheets for all semesters of your Post Graduation(if you are a 
  Postgraduate)
- Overseas Citizenship of India (applicable if you are not an Indian Nationality). For 
  Srilankan Refugee, a Refugee Identity card along with Work Permit is required
- Birth Affidavit on Rs100 stamp paper, if Birth Certificate not in English
- Any other affidavits on Rs100 stamp paper if applicable (name affidavit for multiple
names, signature affidavits,
  address affidavits etc.)
- Passport / Acknowledgement letter of passport application
- Gap/Break in career affidavit on Rs100 stamp paper, if gap is more than 6 months
- 4 passport sized photographs
- Medical Certificate (Should be made on the format provided by TCS along with the 
  Joining letter)
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- An affidavit/notarized undertaking (Non-Criminal Affidavit, should be made on the format
provided by TCSL) stating :
 *There is no criminal offence registered/pending against you
 *There is no disciplinary case pending against you in the university

- If you were employed, a formal Relieving letter & Experience letter from your previous 
employer 

The original documents will be returned to you after verification. 

In addition to the above original documents, Please carry Xerox copies of the below 
documents 

 *PAN Card (Permanent Account Number)
 *Aadhaar Card (Not applicable for Nepal & Bhutan Citizenship)
 *Passport
 *NSR E-Card

21. TCS Xperience Program
On joining TCSL, you will be given the benefit of formal training (TCS Xperience Program) 
at our offices, as identified, for such period as TCSL may decide. 

The said training forms a critical part of your employment with TCSL and is an ongoing 
process. TCSL continues to make investment on training and continuing education of its 
professionals. This will be of immense value to you as a professional and a large part of 
the ownership and commitment has to come from you. 

As TCSL progresses with these initiatives, monitoring performance will be an ongoing 
process and a formal evaluation will be carried out during the training. If you are 
requested to join TCSL inspite of you not completing the Xplore proctored assessment, 
you will be provided Xplore training on premise and the above said evaluation process will 
stand good. The evaluation criteria which will be very transparent will be used as a basis 
for allocating people to projects/roles. We would request that the training be taken very 
seriously to enable you to add maximum value to your professional and personal growth. 

22. Letter of Appointment
You will be issued a letter of appointment at the time of your joining and after completing 
joining formalities as per TCSL policy. 

23. Rules and Regulations of the Company
Your appointment will be governed by the policies, rules, regulations, practices, 
processes and procedures of TCSL as applicable to you and the changes therein from 
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time to time.The changes in the Policies will automatically be binding on you and no 
separate individual communication or notice will be served to this effect. However, the 
same shall be communicated on internal portal/Ultimatix. 

24. Compliance to all clauses
You should fulfill all the terms and conditions mentioned in this letter of offer. Failure to 
fulfill one or more of the terms and conditions and/or failure to clear one or more tests 
successfully would entitle TCSL to withdraw this offer letter anytime at its sole discretion. 

25. Data Privacy Clause:
(a) Your personal data collected and developed during recruitment process will be 
processed in accordance with the TCS Data Privacy Policy. The personal data referred 
therein are details related to contact, family, education, personal identifiers issued by 
government, social profile, background references, previous employment and experience, 
medical history, skillset, proficiency and certifications, job profile and your career 
aspirations. 

(b) It will be processed for various organizational purposes such as Â recruitment, 
onboarding, background check, project assignment, performance management, job 
rotation, career development including at leadership level, diversity and inclusion 
initiatives, global mobility, wellness program, statutory and legal requirements and 
specific organizational initiatives in force during your tenure in TCS. 

(c) After you join TCS, there would be more sets of Personal Information (PI) attributes 
processed for various legitimate purposes. All of it will be processed with compliance to 
applicable laws and the TCS Data Privacy Policy. In some scenarios of your PI 
processing, you will be provided with appropriate notice and/or explicit consent might be 
obtained from time to time. 

(d) For the purposes mentioned above, your required PI may be shared with specific 
vendor organizations who provide services to TCS, e.g. Â background check, health 
insurance, counselling, travel, transport and visa, payroll services, associate engagement 
activities, and financial and taxation services. 

(e) As TCS is a global company, your PI may be shared with entities outside India, limited 
for the purposes mentioned above and/or in this offer letter. 

(f) In case of oversees deputation, available privacy rights would be governed as per 
regulatory provisions and / or TCS policies/notice provided applicable at your overseas 
location. 
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Withdrawal of Offer
If you fail to accept the offer from TCSL within 7 days, it will be construed that you are not 
interested in this employment and this offer will be automatically withdrawn. 

Post acceptance of TCSL Offer letter if you fail to join on the date provided in the TCSL Joining 
letter, the offer will stand automatically terminated at the discretion of TCSL. 

We look forward to having you in our global team 

Yours Sincerely, 
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For TATA Consultancy Services Limited

Girish V. Nandimath
Global Head Talent Acquisition & AIP

Click here or use a QR code scanner from your mobile

to validate the offer letter

Encl: Annexure 1: Benefits and Gross Salary
         Annexure 2: List of TCS Xplore Centres
         Annexure 3: Confidentiality and IP Terms  

https://nextstep.tcs.com/campus?displayPage=ol_verf&authKey=6x66i68iip8ixLx48U88ii8i80884T44ZqFZ4T44LUL88T888Z88bpLiL0L86L66i38iT46T3Lx


GROSS SALARY SHEET Annexure 1

Name Praveen  Karlapudi

Designation Assistant System Engineer-Trainee

Institute Name Presidency University

Table 1: Compensation Details (All Components in INR)

Component Category Monthly Annual

1) Fixed Compensation  

Basic Salary        14,784      1,77,408

Bouquet Of Benefits #         7,646        91,752

2) Performance Pay**

Monthly Performance Pay         1,700        20,400

Quarterly Variable Allowance*           600         7,200

3) City Allowance           200         2,400

4) Annual Components/Retirals

Health Insurance*** NA         7,900

Provident Fund         1,774        21,289

Gratuity           711         8,533

Total of Annual Components & Retirals         2,485        37,722

TOTAL GROSS        27,415      3,36,877

Xplore/ Learning Incentive**** Upto 60,000

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

defined Structure as given in Table 2 will be applicable.

* Amount depicted will be paid-out on a quarterly basis upon successful completion of the TCS Xplore Program.

**The Performance Pay is applicable upon successful completion of the TCS Xplore Program.

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

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

**** Xplore/ Learning Incentive is paid over and above the CTC during first year, based on your performance in TCS 

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

Component Category Monthly Annual

House Rent Allowance         5,914        70,968

Leave Travel Assistance         1,232        14,784

Food Card           500         6,000

GROSS BOUQUET OF BENEFITS         7,646        91,752
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Annexure 2
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Annexure 3

Confidentiality and IP Terms and Conditions 

1.  Confidential Information
"Confidential Information" shall mean all Inventions and Know-how, information and 
material of TCS (including for avoidance of doubt any Confidential Information of its 
Clients) that comes into the possession or know of the Associate and shall include the 
following: 

(a) Any and all information processing programs, software, properties, items, information, 
data, material or any nature whatsoever or any parts thereof, additions thereto and 
materials related thereto, produced or created at any time by TCS or the Associate in the 
course of or in connection with or arising out of the Associate's association with TCS. 
Program/Software shall mean source code and/or machine instructions wherever resident 
and on whatever media and all related documentation and software, 

(b) All other information and material of TCS relating to design, method of construction, 
manufacture, operation, specifications, use and services of the TCS equipment and 
components, including, but not limited to, engineering and laboratory notebooks, reports, 
process data, test data, performance data, inventions, trade secrets, systems, software, 
object codes, source codes, copyrighted matters, methods, drawings, computations, 
calculations, computer programs, narrations, flow charts and all documentation therefore 
and all copies thereof (including for avoidance of doubt any such material belonging to the 
Clients of TCS). 

(c) Corporate strategies and other confidential and proprietary material and information, 
which could cause competitive harm to TCS if disclosed, 

(d) Customer and prospective customer lists, and 

(e) All other information and material, which may be created, developed, conceived, 
gathered or collected or obtained by the Associate in the course of or arising out of the 
association with TCS or while in or in connection with or for the purposes of his/her 
association with TCS or any of the operations and entrusted by TCS to the Associate. 
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2.  Associate's Obligations
Associate agrees to treat the Confidential Information as strictly confidential and a trade 
secret of TCS. Associate agrees not to use, or cause to be used, or disclose or divulge or 
part with either directly or indirectly the Confidential Information for the benefit of or to any 
third parties except for or on behalf of or as directed or authorized by TCS or to a person 
having a valid contract with or need under TCS, any Confidential Information. Upon 
termination of employment, the Associate agrees to surrender to TCS all Confidential 
Information that he or she may then possess or have under his or her control. 

3.  Intellectual Property Rights
Associate agrees and confirms that all intellectual property rights in the Confidential 
Information shall at all times vest in and remain with or belong to TCS and Associate shall 
have no right title or claim of any nature whatsoever in the Confidential Information. 
Associate shall promptly disclose to an authorized officer of TCS all inventions, ideas, 
innovations, discoveries, improvements, suggestions, or reports and enhancements 
made, created, developed, conceived or devised by him or her arising out of his or her 
engagement with TCS, including in the course of provision of services to the Clients of 
TCS and Associate hereby agrees and confirms that all such intellectual property rights 
shall at all times vest in and remain vested in TCS and agrees to transfer and assign to 
TCS any interests Associate may have in such intellectual property rights including any 
interest in and to any domestic or foreign patent rights, trademarks, trade names 
copyrights and trade secret rights therein and any renewals thereof. On request of TCS, 
Associate shall execute from time to time, during or after the termination of his or her 
employment, such further instruments, including without limitations, applications for letters 
of patent, trademarks, trade names and copyrights or assignments thereof, as may be 
deemed necessary or desirable by TCS to perfect the title of TCS in the intellectual 
property rights and to effectuate the provisions hereof. All expenses of fill ing or 
prosecuting any application for patents, trademarks, trade names, or copyrights shall be 
borne solely by TCS, but Associate shall co-ordinate in filing and / or prosecuting any 
such applications. Associate hereby expressly waives any "artist's rights" or "moral 
rights", which Associate might otherwise have in such intellectual property rights. 
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4.  Prior knowledge
Associate acknowledges that prior to his or her appointment by TCS, he or she had no 
knowledge of the Confidential Information of TCS and that such Confidential Information 
is of a confidential and secret character and is vital to the continued success of TCS's 
business. Associate further acknowledges that he or she is associated with TCS in a 
capacity in which he or she will become acquainted with all or part of such Confidential 
Information. In order to safeguard the legitimate interests of TCS in such Confidential 
Information, it is necessary for TCS to protect such Confidential Information by holding it 
secret and confidential. 

5.   Use of third party material
Associate expressly agrees that it shall not in the course of his or her association with 
TCS and while working on the premises or facilities of TCS or its Clients or in connection 
with the development of any intellectual property rights or work for or on behalf of TCS, 
use any third party material or intellectual property rights except those intellectual 
property rights provided by TCS or expressly authorised by TCS or without having proper 
authorisation or license or approval of the respective owner of such intellectual property 
rights. 

6.  Security policies and Guidelines.
Associate agrees to abide by and be bound by any and all policies, documents, 
guidelines and processes including IP, Security and Confidentiality of TCS in force from 
time to time whether expressly endorsed or not. 

7.  Working in SBWS Framework:
Associate may be required to work in TCS offices or its Client premises or from home 
(remote working) as per the directions of supervisor and / or the provisions of the 
applicable policy. 

Associate understands that working in this hybrid environment may have higher 
confidentiality and information security risks. Associate acknowledges that when working 
remotely the Associate: 

(a) will work only in a private, secured work area in compliance with the guidelines 
issued and amended from time to time. 

(b) will comply with and work in a manner consistent with TCS Data Privacy and Security 
Policies/Protocols. 
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(c) will bring to the notice of HR of the Unit to any circumstances that prevent Associate 
from working in a manner consistent with TCS data privacy and security policies/ 
protocols. 

(d) will inform the HR of the Unit if the Associate shares a home with any family member 
or an individual who is employed by a competitor of TCS or TCS client the Associate is 
assigned to, or if any other circumstances at home exist which implicates the TCS Code 
of Conduct Conflict of Interest provision. 

(e) will ensure utmost care and adhere to Confidentiality, IP Protection / Non-Disclosure 
obligations. 

(f) will be using the Company allotted laptop or similar authorized computing device 
(together called "official asset") only to connect to TCS network/customer network through 
authorized means (or the Customer provided laptop to access the customer network if so, 
mandated by the Customer). 

(g) will not allow anybody to share the official asset being used. 

8.  Restriction on Associate's Rights
Associate agrees that he or she shall not make, have made, replicate, reproduce, use, 
sell, incorporate or otherwise exploit, for his or her own use or for any other purpose, any 
of the Confidential Information including intellectual properties of TCS that is or may be 
revealed to him or her by TCS or which may in the course of his or her employment with 
TCS come into his or her possession or knowledge unless specifically authorized to do so 
in writing by TCS. 

9.  No License
TCS and Associate agree that no license under any patent or copyright now existing or 
hereafter obtained by TCS is granted, agreed to be granted, or implied by the terms of 
this Agreement, or by the disclosure to Associate of the Confidential Information. 
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10.  Equitable Rights
Associate acknowledges that any Confidential Information that comes into the possession 
and / or knowledge of Associate is of a unique, highly confidential and proprietary nature. 
It is further acknowledged by Associate that the disclosure, distribution, dissemination and 
/ or release by Associate of the Confidential Information without the prior written consent 
of TCS or any breach of this Agreement by Associate will cause TCS to suffer severe, 
immediate and irreparable damage and that upon any such breach or any threat thereof, 
TCS shall without prejudice to any other remedies available to it, be entitled to 
appropriate equitable relief including the relief of specific performance and injunctive 
relief, in addition to whatever remedies it might have at law. 

11.  General
(a) The provisions hereof shall be interpreted, determined and enforced in accordance 
with the laws of India. 

(b) In the event of any dispute or disagreement over the interpretation of any of the terms 
herein contained or may claim or liability of any party including that of surety, the same 
shall be referred to a person to be nominated by TCS, whose decision shall be final and 
binding upon the parties hereto. Subject to the above, the arbitration shall be governed by 
the Arbitration and Conciliation Act, 1999 or any modifications or re-enactment thereof. 
Associate confirms that the fact that the arbitrator shall be a nominee of TCS shall not be 
a ground for objecting to such arbitration or challenging the decision of the arbitrator. The 
venue of arbitration shall be Mumbai. Subject to the above arbitration clause, the Parties 
agreed to the binding jurisdiction of the Courts at Mumbai under the laws of India. 

(c) If any provision hereof shall be found by a judicial tribunal to be contrary to governing 
law, it shall be deemed null and void without annulling or rendering invalid the remainder 
of the Agreement and if the invalid portion is such that the remainder cannot be sustained 
without it, the Parties herein shall find a suitable replacement to the invalid portion that 
shall be legally valid. 

(d) This Confidentiality clause along with other documents executed by Associate or 
referenced in any such documents constitutes the entire understanding between the 
parties and supersedes all prior agreements and understandings pertaining to the subject 
matter thereof. No delay of omission of either Party in exercising or enforcing any of their 
rights or remedies hereunder shall constitute a waiver thereof. 
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(e) This Confidentiality clause may not be amended except in writing signed by authorized 
representatives of both parties. 

(f) The obligations of Associate in terms of this Confidentiality clause shall continue during 
the term of or in the course of the employment of the Associate with TCS and shall 
continue thereafter in perpetuity. 
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10/27/2021 

NALBAND MOHAMMED SUHAIL 
12-232,SAINAGAR 1ST CROSS, NEAR RAMAN SCHOOL,  
Ananthapur, Andhra Pradesh - 515001 
 
Dear NALBAND 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I NALBAND MOHAMMED SUHAIL have read and understood the above terms and conditions 

governing my employment with the company and hereby accept the above – mentioned 

appointment in totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

Ekta Jha 
HOUSE NO 43, SUNITA COMPLEX,  
Muzaffarpur,  Bihar - 842001 
 
Dear Ekta 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I Ekta Jha have read and understood the above terms and conditions governing my 

employment with the company and hereby accept the above – mentioned appointment in 

totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

SRIGANESH R 
#712 hoovadigara street, 
Yelahanka old town, Bangalore 560064 
 
Dear SRIGANESH 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I SRIGANESH R have read and understood the above terms and conditions governing my 

employment with the company and hereby accept the above – mentioned appointment in 

totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

SAMHITHA V GOWDA 
Dasharatha Rameshwara Nilaya, 2nd Cross ,  
Near Ganapathi temple , Ravindra nagar, Shimoga- 577201 
 
Dear SAMHITHA 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I SAMHITHA V GOWDA have read and understood the above terms and conditions governing 

my employment with the company and hereby accept the above – mentioned appointment 

in totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

Maria Sandra Jacob 
#54/2, 5th main, matadahalli (rt nagar post),  
BANGALORE - 560032 
 
Dear Maria 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I Maria Sandra Jacob have read and understood the above terms and conditions governing 

my employment with the company and hereby accept the above – mentioned appointment 

in totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

MOHAMMED TAHIR 
#8 , 3rd cross,4th main ,M.D.Block, Malleshwaram, BANGALORE- 560003 
 
Dear MOHAMMED 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  

 



 
 
 
Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I MOHAMMED TAHIR have read and understood the above terms and conditions governing 

my employment with the company and hereby accept the above – mentioned appointment 

in totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

RAM NARAYAN T 
#7, 3RD FLOOR 1ST MAIN WARD OFFICE ROAD, 
N G E F LAYOUT SANJAY NAGAR NAGASHETTY HALLI, Bangalore - 560094 
 
Dear RAM 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I RAM NARAYAN T have read and understood the above terms and conditions governing my 

employment with the company and hereby accept the above – mentioned appointment in 

totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

SWATI SINGH 
Mr. Anil Kumar Singh, c/o Angad yadav,  
Vill. & Post: Dewaitha, Ghazipur, Uttar Pradesh - 232326 
 
Dear SWATI 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I SWATI SINGH have read and understood the above terms and conditions governing my 

employment with the company and hereby accept the above – mentioned appointment in 

totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

S M SAMEER 
B 306 BML PLAMS, MS Palya, Vidyaranyapuram, Bangalore 560097 
 
Dear Sameer, 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  

 



 
 
 
Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I S M SAMEER have read and understood the above terms and conditions governing my 

employment with the company and hereby accept the above – mentioned appointment in 

totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 
 
 
10/27/2021 

NAVEEN MALLIKARJUN HUGAR 
S/o MALLIKARJUN HUGAR, near bheeralingeshwar temple,  
BELAVATAGI, Dharwad, Karnataka - 582208 
 
Dear NAVEEN 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 



 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 



 
 
 

7.4.4 There is a discrepancy in the copies of the documents/ certificates given by you 

as a proof of support of the information provided by you. In the event of 

termination, you shall not be entitled to any benefits whatsoever. 

 

8. Mode of Communication 

 

8.1 For any service of notice of communications of any kind, you will be informed by email 

or ordinary post at the address given by you at the time of your employment or such 

other address as may be intimated by you to the management thereafter.  

 

9. Confidentiality  

 

9.1 You agree at all times during the term of your employment and thereafter (without 

limit of time): 

 

9.1.1 To hold the Confidential Information in strictest confidence, and not to use or 

attempt to use the same, except for the benefit of Valenta, and  

 

9.1.2 Not to disclose or divulge the Confidential Information to any person or entity 

without written authorization of Valenta.  

 

9.2 You agree to return to Valenta all proprietary information, including copies on paper, 

hard drive, disk, tape and other media, upon completion or termination of any project 

or upon cessation of your employment with Valenta.  

 

9.3 “Confidential Information” means any of Valenta proprietary or confidential 

information, technical data, trade secrets or know – how, whether (oral or written or 

in electronic format and whether marked confidential or not), including but not 

limited to; research, business plans, products, product improvements, processes and 

process documents, services, projects, proposals, all work produced by you whether 

during normal working hours or not, computer program, documentation, customer 

lists and customers (including, but not limited to, customers of Valenta with whom 

you become acquainted), markets, software developments, inventions processes, 

formulas, technology, designs, drawings, engineering, marketing, distribution and 

sales methods, sales and profit figures, finances, techniques, strategies, discoveries, 

the title and description of any patents or patent applications filled by Valenta in any 

country or jurisdiction (until the same is generally available to the public), and any 

other business information of Valenta including business plans, practice 

methodologies and technologies (including computer software), training materials, 



 
 
 

personnel information, client lists and information regarding the business needs, 

strategies and technologies of present and prospective clients and internal Company 

publications, whether directly or indirectly, or by drawings or inspection of documents 

or other tangible property and all information that comes to your knowledge which 

would but for this employment would not have been accessed by you, whether such 

information is in tangible form or not, written or otherwise and formal or not. 

Confidential Information however shall not include knowledge, skills, and information 

which is common to the business of Valenta or which is generally known outside 

Valenta.  

 

9.4 You understand that retaining the confidential nature of the confidential information 

is of utmost importance to the business Valenta and in addition to the terms of 

stipulated in this agreement herein you agree to execute a Non-Disclosure Agreement 

with Valenta.  

 

10. Intellectual Property  

 

10.1 You agree that any proprietary rights whatsoever, including but not limited to, 

patents, copyright and design rights as a result of the development of and/ or the 

application of all work produced by you during or as a consequence of your 

employment, whether alone or in conjunction with other and whether during normal 

working hours or not, including but not limited to any invention, design, discovery or 

improvement, computer program, documentation, confidential information, 

copyright work or other material which you conceive, discover or create during or in 

consequence of this employment with Valenta shall belong to Valenta absolutely.  

 

10.2 You agree, at Valenta expense, to provide, during and after this employment, all such 

assistance as Valenta reasonably considers necessary, to secure the vesting of such 

rights in Valenta or Terms of Employment Valenta its nominees (including waiver of 

any such rights including author’s special rights under Section 57 of the Copyright Act 

1957).  

 

11. Data Privacy Compliance Policy You consent to the terms and conditions of the Data Privacy 

Compliance Policy stated below: -  

11.1 You consent to the processing of your personal data in accordance with Valenta data 

privacy policy (the “Policy”), a copy of which can be obtained upon request;  

 

11.2 In particular, you explicitly consent to:  



 
 
 

 

11.2.1 The collection and processing of sensitive personal data about you to the limited 

extent and for the purposes described in the Policy;  

11.2.2 The transfer worldwide of personal data held about you by Valenta to other 

employees and offices of Valenta worldwide organization and to third parties 

where disclosure to such third parties is required in the normal course of business 

or by law; and use of your personal images and voices in marketing material, 

videos, etc.  

 

11.3 The reference to information “about you” includes reference to information about 

third parties, such as spouse and children (if any), which are provided to Valenta by 

you on their behalf. The references to “sensitive personal data” may be understood 

to include reference to the various categories of personal data identified by European 

and Other applicable data privacy laws as requiring special treatment, including in 

some circumstances, the need to obtain explicit consent. These categories comprise 

personal data about racial and ethnic origin, political opinions, religious or other 

similar beliefs, trade union membership, physical or mental health, sexual life or 

criminal record. In addition, you agree to treat any personal data to which you have 

access in the course of your employment strictly in accordance with this Policy and 

other Valenta policies and procedures. In particular, you will not use any such data 

other than in connection with and to the extent necessary for the purposes of your 

employment.  

 

12. Non – Compete  

 

12.1 You undertake and agree to maintain client exclusivity and to this end, during the 

validity of this agreement and for a minimum of 2 years thereafter, you shall neither 

solicit business nor offer product / services and/ or conduct any business, that directly 

competes with the kind of product/ services that is offered by Valenta to such client, 

either directly or indirectly with any of “Valenta’s”, client or any third party exposed 

to you,. In case you violate this provision, a minimum amount of INR 1,750,000 shall 

be payable by you to Valenta as damages.  

 

13. Non-Solicitation of Employees and Clients  

 

13.1 You agree that during the period of your employment with Valenta, and for one year 

after the date of termination of such employment (regardless of whether this 

cessation of employment is voluntary or involuntary, or caused by the breach of this 



 
 
 

Agreement by either party), other than on behalf of Valenta, you will not, either 

directly or indirectly:  

 

13.1.1 Solicit, divert, take away, hire, or recruit, or attempt to solicit, divert, take away, 

hire, or recruit, any employee of Valenta; or  

13.1.2 Adversely affect the business prospects of Valenta by soliciting, diverting, taking 

away, hiring, or recruiting, or attempting to solicit, divert, take away, hire, or 

recruit, the business of any client, customer, potential client, potential customer, 

person, or entity with whom you had dealings as an employee of the Valenta for 

any purpose related in any manner to the business of Valenta.  

13.1.3 You agree the foregoing restrictions are reasonable both as to time and extent 

given the nature and scope of Valenta present business and the duties of your 

employment.  

13.1.4 You agree to not make any contact with the client(s) outside the regular course of 

business, this includes, any contact via social media or through personal email. 

 

14. Warranty  

 

14.1 You warrant that your joining Valenta will not violate any agreement to which you are 

or have been a party to.  

 

14.2 You warrant that you will not use or disclose any confidential or proprietary 

information obtained from a third party prior to your employment with Valenta.  

 

14.3 You warrant that you will comply with all Valenta applicable policies and standards 

and shall perform your services in a manner consistent with the ethical and 

professional standards of Valenta.  

 

14.4 You warrant that you possess all the requisite certificates, licenses, permits, work 

visas, clearances to be able to lawfully perform the services.  

 

15. Indemnification  

 

15.1 You agree to indemnify Valenta for any losses or damages sustained by Valenta 

caused by or related to your breach of any of the provisions contained in this Terms 

of Employment.  

 

 

 



 
 
 

16. Retirement  

 

16.1 Your age of retirement from the service will be on completion of 60 years.  

 

17. Professional Relationship 

 

1.2 All contact between you and Valenta and its associates’ clients will be through official 

email and other means via an approved professional login (i.e. Skype with a user name 

of name.valenta etc). You shall maintain a professional working relationship with 

Valenta and its associates’ clients and shall not contact them outside the specified 

working hours. 

 

1.3 You are prohibited from connecting or interacting with any of Valenta and its 

associates’ clients on social media. 

 

1.4 You are prohibited from discussing matters which are non-work related during and 

after the specified working hours. 

 

18. General  

 

18.1 The employer and employee agree to use their best efforts to settle any dispute 

arising from the interpretation or performance of this Agreement through 

negotiations for a period of at least 3 months. This agreement contains the entire 

agreement between the employee and Valenta, and no alteration or variations of the 

terms of this agreement shall be valid unless made in writing and signed by both the 

parties here to. This agreement supersedes any prior agreements or understandings 

between the parties relating to the matter of proprietary rights and/ or non-

disclosure.  

 

18.2 This agreement is made under and shall be construed according to the laws of India. 

Employee agrees to submit to the jurisdiction of the courts of Bangalore.  

 

18.3 This agreement shall remain current and in force, irrespective of whether you are 

under employment of Valenta or not.  

 

18.4 Should any part of this agreement be declared illegal or unenforceable, the parties 

hereto will co-operate in all ways open to them to obtain substantially the same result 

or as much thereof as may be possible, including taking appropriate steps to amend, 

modify or alter this agreement. If any term or provision of this Agreement shall be 



 
 
 

hereafter declared by a final adjudication of any tribunal or court of competent 

jurisdiction to be illegal, such adjudication shall not alter the validity or enforceability 

of any other term or provision unless the terms and provisions so declared are 

expressly defined as a conditions precedent or as of the essence of this agreement, or 

comprising an integral part of, or inseparable from the remainder of this agreement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 
 

Acknowledgement and Acceptance of Appointment by Valenta BPO Solutions Pvt. Ltd. 

  

I NAVEEN MALLIKARJUN HUGAR have read and understood the above terms and conditions 

governing my employment with the company and hereby accept the above – mentioned 

appointment in totality.  

I confirm my acceptance of the offer and shall report to the Bangalore office on 01/17/2022. 

  

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 

NAVEEN MALLIKARJUN HUGAR



 
 
 
10/27/2021 

ANKIT KUMAR 
LIG-326 S.B.S COLONY, MUSTAFFABAD,  
GAYA, Bihar 823001 
 
Dear ANKIT 
 
Welcome to Valenta BPO Solutions Pvt. Ltd.! We are pleased to offer you a career opportunity with 
Valenta. 
 

Based on your interview, you have been selected as a Trainee Automation in the RPA & AI team at 

Bangalore. 

 

At Valenta, we believe we have a historic opportunity of building a world class company.  We also 

believe we are unique in several ways – our equal strengths in BPO; being a flat, open and 

communicative organization; our ethos that encourages, promotes and rewards employment, 

initiative, flawless executive and leadership. In return, we promise to provide you a platform to grow 

and fulfil your personal and professional goals. We look for self- driven professionals like you who 

would partner the future growth of our organization. We are confident that with your skills, 

competencies and capabilities, you would be a valuable addition to our team. 

The standard duration of our training program is 3 months. During your training, you will be paid a 

stipend of INR 12,500 per month.  

Upon successful completion of your training, you will be hired at level 1 as per our Organizational 

structure and under probation for 6 months. Your annual CTC will be INR 3,30,000 from the 

commencement of your probation period. As per statutory requirements and Valenta policies, the 

deductions in your salary will be Professional Tax, ESI if applicable, Provident Fund and Gratuity. You 

will receive a onetime bonus of INR.45,000 post completion of one year from the date of joining the 

organisation.  

By signing this offer you confirm that you have no other contractual commitments or other legal 

obligations that would prohibit you from performing your duties to the company. Please endorse your 

acceptance by duly signing this letter electronically within 7 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 01/17/2022. 

Yours sincerely,  

 

Nishal Purba 

Human Resources  



 
 
 

 

Upon your acceptance of this job offer, the below processes follow: 

- At the time of joining Valenta, the following original copies of documents and information 

must be made available to us for verification on your first day in order to complete your on-

boarding process: 

Sl.no  Documents  

1  To Process your Salary – PAN Card copy is mandatory. If you do not have a PAN Card- 

apply for it online using the said URL https://tin.tin.nsdl.com/pan/index.html . 

2  Age Proof Certificate – Birth Certificate/ (School Certificates if ICSE / SSLC / CBSE)  

3  Academic Certificates (Including additional certifications/courses) supporting your 

education qualifications along with mark sheets*  

4  Your latest salary slips or salary certificate*  

5  Experience Proof – Relieving letter from previous employers (if previously 

employed)*. The relieving letter or resignation acceptance need to be submitted in 

original  

6  Copy of Photo ID Proof (Passport, Driver’s License, Voter ID, PAN Card)  

7  Form 16 or Taxable income statement duly certified by previous employer  

(Statement showing deductions and Taxable Income with break up) till the last date 

of your employment with them along with PAN number if available.  

8  1 Passport Size Photographs  

10  Copy of your updated resume  

11  Joining Kit Duly filled in by you  

  

- Original copies of the required documents need to be submitted. These original certificates will 

be returned to you after due verification.  

 

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 
 
 
- Your offer has been made based on the information furnished by you. However, if there is a 

discrepancy in the copies of the documents/certificates given by you as a proof in support of the 

above, the company reserves the right to revoke the offer. 

 

- It is essential for you to submit these documents at the time of joining. We will not be able to 

process your records unless you submit all the documents mentioned above.  

 

- It is recommended that all Valenta employees possess a valid passport. Otherwise, please apply 

for one. You are expected to have a valid passport within 60 days from the time you join Valenta.  

  

- Apart from this, we would like to have the following information ready with you to be used during 

your joining formalities: 

o DOB and Name of Father, Mother, Spouse, Child / Children 

o Educational details with the passing year 

o Your past experience details with the exact years and role played 

o Blood Group  

o Your Savings Bank Account number  

o Your PAN Number  

o Passport Number, Place of Issue, Date of Issue, Validity: From and to Date.   

  

 

  

 

 

 

 

 

 

 

 

 



 
 
 

ANNEXURE - 1 

 

TERMS OF EMPLOYMENT 

Your employment at Valenta will be governed by the Valenta’s policies as modified from time to time. 

Copy of the present policy will be made available to you upon joining. 

 In particular, and without prejudice, to the following statement, some of the more significant terms 

and conditions that govern your employment, subject to modifications from time to time, are detailed 

below. 

 

1. Hours of Work 

 

1.1 A working day shall comprise of nine working hours in a day. 

 

1.2 You may be required to work on a shift. Shifts may be scheduled across 24 hours a 

day, 7 days a week and 365 days a year, subject to applicable laws. The shift timings 

may change from time to time which you will be notified in advance. 

 

1.3 You may be required to do overtime from time to time as determined by the 

management.  

 

2. Place of Employment 

 

2.1 During your employment with Valenta, you will be liable to be transferred or deputed 

to any of the offices, departments within Valenta or its Associate Subsidiaries or 

Group of Companies, whether in India or Overseas.  

 

2.2 In the event of transfer or deputation of your services your salary and other benefits 

will be determined in accordance with Valenta policies prevalent at that time. 

 

3. Probation  

 

1.1 You will be on probation for a period of 6 months with effect from joining date. In the 

event of you not being able to attain the standards required for confirmation of your 

services, this period or probation may be extended by the Management. The 

probation cannot be extended for more than 1 year. Upon completion of the 

probationary period to the satisfaction of the Management, the Management will 

confirm your appointment in writing. If you do not receive such a confirmation 

notification via email at the end of the probationary period, you will continue to be 

on probation till you receive the confirmation notification from the Management or 



 
 
 

till your services are terminated. Your services are liable to be terminated by the 

Management at any time during your probationary period, including the extended 

period of probation, if any, without any notice, without any payment or compensation 

in lieu of notice, and without assigning any reason thereof.   

 

4.  Travel  

 

4.1 You may be required to travel, whether in India or Overseas, on official work purpose 

on short notice. 

 

4.2 In the event that  you traveled abroad in the course of employment and within 12 

months of such travel submit your resignation, you will be bound to reimburse the 

Company for all the expenses incurred for and during the travel. 

 

5. Salary and Benefits  

 

5.1 Our salary cycle is first day to the last day of the month and salary will be paid by the 

fifteenth of the following month (i.e. 1st Jan to 31st Jan, paid by 15th Feb).  

 

5.2 Appraisal reviews will be conducted twice a year in June & December. Salary 

increments will be reviewed once a year in December post completion of one year in 

the organization. Provision of increments are subjected to satisfactory appraisal 

reviews as well as the financial performance of the Company in the given year. 

 

5.3 You acknowledge that it is Valenta policy to review the salary payable to its employees 

for successive financial years and such reviewed salary may be higher or lower than 

the salary received for the previous financial year depending upon the overall 

performance of the Company. 

 

 

6. Leave Entitlement Policy 

 

6.1 A list of public holidays is published in the beginning of the year and displayed in the 

office. The foresaid list has also been made available on Zoho People. Any additional 

Public Holidays will be declared at management’s sole discretion. 

 

6.2 Should you be absent on account of illness, you must immediately notify your 

reporting manager at least one hour prior to your start time. You are required to 

produce a medical certificate upon returning to work. If you are sick for 2 consecutive 



 
 
 

days, you are required to produce a medical certificate upon returning to work. Please 

attach a doctor’s certification while applying for sick leave in Zoho People. 

 

6.3 The Company is not liable to bear any personal medical cost / claims of the employees.  

 

6.4 You will be entitled to 12 days of sick leave in a calendar year. Sick leaves cannot be 

encashed or carried forward.  

Trainees are not entitled to sick leaves during their training period. Any leaves taken 

by trainees during the training period will be considered as a Loss of Pay.  

 

6.5 If you work a full day on a public holiday or weekend, you can request for 

Compensatory leave in Zoho People. Upon approval, you will see a credit which can 

be utilized during the calendar year.  

 

6.6 You will be entitled to 18 days of Annual Leave in a calendar year. Leave entitlement 

will be auto calculated in Zoho People and will be allocated for each quarter in 

advance. For example, for the January quarter, leaves for the quarter will be made 

available on the 1st of January.  

Trainees are not entitled to annual leaves during training period. Any leaves taken by 

trainees during the training period will be considered as a Loss of Pay. 

 

6.7 Annual Leave must be applied to the management 30 days in advance. Advance and 

Emergency Leave will only be granted at the management’s discretion. No Annual 

Leave is allowed in the first 3 months of employment. Any absence from work during 

this period will be treated as loss of pay.  

 

6.8 Leaves need to be utilized every six months. i.e. January to June leaves, should be 

used within this period. There will be no carry forward. For Christmas/New Year, you 

can utilize leaves on either side of the year and hence carry forward will not be 

required. All unutilized annual leaves can be encashed at the end of each year. 

 

6.9 This contract shall be deemed to have been broken by you if you are absent from 

work for more than two consecutive working days without informing the 

management prior to your absence. 

 

7. Termination 

 

7.1 Your employment with Valenta is subject to termination on:  



 
 
 

This employment can be terminated by either party by giving THIRTY (30) DAYS prior 

notice in writing or THIRTY (30) DAYS pay in lieu of such notice. However, your services 

are liable to be terminated by the Management at any time during your probationary 

period, including the extended period of probation, if any, without any notice, without 

any payment or compensation in lieu of notice, and without assigning any reason 

thereof as mentioned in clause 3.1.   

For every year of service rendered, 1-month notice will have to be provided subject 

to a maximum of 3 months (unless otherwise mutually agreed) as shown below: 

o Upon confirmation up to 1 year of service – 1-month notice;  

o 1 year up to 2 years of service – 2 months’ notice;  

o 2 years of service onwards – 3 months’ notice.  

 

7.2 Valenta reserves the right to, at its sole discretion, substitute the notice period by 

paying you salary in lieu of the notice period. 

 

7.3 For abundant caution, it is hereby clarified that you cannot waive the notice period 

requirement. In the event that you wish to terminate your employment with Valenta, 

and that your termination/ resignation letter will be accepted by Valenta on your 

satisfying the mandatory notice period as per Valenta policies. Further, till such time 

as Valenta accepts your resignation letter, you will be deemed to be an employee of 

Valenta and the terms and conditions of your employment will still continue to bind 

you. 

 

7.4 Valenta shall have the right to terminate your employment immediately without 

notice or payment in lieu of notice if: 

 

7.4.1 You neglect, refuse, fail or for any reason become unable to perform any of your 

duties under this agreement or comply with Valenta policies and code of conduct; 

or 

 

7.4.2 You are guilty of any misconduct whether or not in the performance of your duties 

(including but not limited to being an undischarged insolvent, being convicted by 

any criminal court, being involved in fraudulent acts, etc) or commit any act which 

in the opinion of Valenta is likely to bring Valenta any disrepute, whether or not 

such act is directly related to the affairs of Valenta; or 

 

7.4.3 You commit any breach of any of your duties or obligations under this agreement 

of the policies of Valenta. 

 


