
 
 
 

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 ANKIT KUMAR 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 

Bindu L 
#13 1ST MAIN 5TH CROSS,  
MHR LAYOUT NEAR SIDEDHALLI EXTN,  
HESERGHATTA MAIN ROAD, BANGALORE - 560090 
 
Dear Bindu 
 
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 Bindu L 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 

HRITHIK N 
sri revana siddeshwara nillya, maruthi nager, Bangalore  561203 
 
Dear HRITHIK 
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 HRITHIK N 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 

ALVIN NISHANT DAVID 
D-502, Salarpuria Gold summit apartments,  
Gubbi cross, Byrathi village, Bangalore - 560077 
 
Dear ALVIN 
 
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 ALVIN NISHANT DAVID 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 

PREM KUMAR S 
No 30 4th E cross nethaji Nagar, 
Mathikere Bangalore - 560054 
 
Dear PREM 
 
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 PREM KUMAR S 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: PREM KUMAR S

Date: 29-10-2021



 
 
 
10/27/2021 

ASHRAIY MANOHAR GANGAVARAPU 
10-2-4 C/o. David Raju, Balaji Nagar SIRIPURAM junction,  
Visakhapatnam,  Andhra Pradesh - 530003 
 
Dear ASHRAIY 
 
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 ASHRAIY MANOHAR GANGAVARAPU 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 

PUPPALA AVINASH 
DNO. 2-8-2, LELLAGARUVU, GUDURU MANDAL,  
NEAR RAMA TEMPLE, Krishna,  Andhra Pradesh - 521366 
 
Dear PUPPALA 
 
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 PUPPALA AVINASH 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 STEPHEN SMITH 
NO 5 , 5th cross Krishnappa Layout, 
Ashwath  Nagar Thanisandra Main Road, Bangalore 560077 
 
Dear Stephen 
 
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 STEPHEN SMITH 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 

ANUPAM SINGH 
A/60 Sector-18 Rourkela, Rourkela, 
Sundergarh, Orissa - 769003 
 
Dear ANUPAM 
 
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 ANUPAM 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 

AARON P 
104/1 ,4th A main Bahuballinagar, 
Behind Jalahalli high school, Bangalore 560013 
 
Dear AARON 
 
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 AARON P 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 

Adnan Saliq 
B1-1202 Ramky One North near BMSIT, Bengaluru- 560064 
 
Dear Adnan 
 
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 Adnan Saliq 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 

DHEERAJ N 
No.50, # 07, Yasodamma Residency, 1st cross,  
Nanjappa Circle, Vidyaranyapura, Bangalore - 560097 
 
Dear DHEERAJ 
 
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 DHEERAJ N 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:  

 

 

 

 

 

 

 

 

Dheeraj N

10/30/2021



Practo Technologies Private Limited
Wework Salarpuria Symbiosis, Arekere Village,
Begur Hobli, Bannerghatta Road
Bangalore, KA 560076, IN

June 29, 2022

To Whomsoever It May Concern

This is to certify that Naveen S (I0234) has successfully completed his Internship with
Practo Technologies Pvt. Ltd., under the guidance of Ajay Rungta – Associate Director -
Engineering from January 24, 2022 to June 30, 2022.

Naveen S’s performance during the period has been good and we wish him all the success in
his/her future endeavors.

For Practo Technologies Pvt. Ltd.

722a36cd-c297-481a-afe3-43f35038cca4

Bharat Joshi
Associate Vice President - Human Resources

CIN: U72900KA2008PTC4574 ・ GST No: 29AACCN8042Q1ZS ・ www.practo.com ・ adminhelp@practo.com ・

080-49568555
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APPOINTMENT LETTER 

 

 

Date: 29th June 2022  

 

To: Naveen S, 

 

Address: S/O Surender Singh, #230,  

Pilla Reddy Nagar, Chikka Banaswadi,  

Bangalore North, Karnataka - 560043 

 

 

Dear Naveen,  

 

With reference to your application and subsequent interviews you have had with us, we are pleased to 

appoint you as a Software Development Engineer in Test in our organization with effect from 01st July 

2022 subject to the following terms & conditions. This letter of appointment supersedes all other 

communications made to you prior to the date of issue of this appointment letter. 

 

 

1. PLACE OF WORK 

 

Your place of work will be in Bangalore.  However, you may be required to work anywhere in 

India or overseas, if the company so directs based on the business exigencies of work. You 

would also provide your services for the company, its subsidiaries or associates, if, as and when 

required. 

 

2. EMOLUMENTS  

 

Your gross annual cost to company (CTC) will be INR 1,039,240/- The break-up of your CTC is 

attached herewith as Annexure A. Any Income Tax applicable on your remuneration or any 

other payment made by the company in respect to taxes will be borne by you and as required by 

law, will be deducted at source. 

 

3. DUTIES & POSITION 

 

           The company hires you as an employee to be part of the Engineering function and the 

employee’s duties may be reasonably modified at the company’s discretion from time to time 
and depending upon your performance.  

 

4. REPORTING  

 

You would be reporting to whosoever the company deems fit to be your supervisor. 
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10/27/2021 

MADHURA B S 
Madhura' opp amanavana resort kushalnagar, 
Coorg, Kushalnagar, Coorg, Karnataka - 571234 
 
Dear MADHURA 
 
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 MADHURA B S 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 

JAGJEET SINGH 
#3, 4th cross SBM Colony Mathikere, 
Banglore-560054 
 
Dear JAGJEET 
 
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 JAGJEET 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 

ARBIN TAJ 
# 105,SHAMPUR RAILWAY GATE,  
INAM MASJID, HBR 2ND STAGE, Bangalore  560045 
 
Dear ARBIN 
 
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 ARBIN TAJ 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 

JALASHREE J 
#NO 17,MEESEEGANAHALLI,BANDIKODIGENAHALLI,  
JALA HOBLI POST, BENGALURU 560063 
 
Dear JALASHREE 
 
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 JALASHREE J 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 

KOLLIPARA BHAGYA SRI SATYA PRAVALLIKA 
DR.NO:11/220,Chemmanagiripeta,  
Machilipatnam, Andhra Pradesh - 521001 
 
Dear KOLLIPARA 
 
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 KOLLIPARA BHAGYA SRI SATYA PRAVALLIKA 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 

VASANTHA SURYA K 
#11/2,lakshmi stores 5th main road ganaganagar, 
RT nagar, Bangalore-560032 
 
Dear VASANTHA 
 
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 VASANTHA SURYA K 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 

KAVYA K 
#140 Doddanna Nagar Kaval Byrasandra, 
RT Nagar post Bangalore 560032 
 
Dear KAVYA 
 
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 KAVYA K 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 
Akkamahadevi colony andoor,  
Bidar, Karnataka - 585402 
 
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 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 

RUCHITHA C 
#2 , Siri Nilaya , Guni Agrahara Layout, 
Near Ashoka International School , Bangalore - 560090 
 
Dear RUCHITHA 
 
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 RUCHITHA C 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 

GUDIPATI VENKATESH 
D no: 2-218, main road,  
Prakasam, Andhra Pradesh - 523327 
 
Dear GUDIPATI 
 
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 GUDIPATI VENKATESH 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 

VAISHNAVI R NAGARAL 
sector no-61,plot no-11,navanagar, 
Bagalkot, Karnataka - 587103 
 
Dear VAISHNAVI 
 
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 VAISHNAVI R NAGARAL 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  

Mehak Mathur - 11135 Prestige Shantiniketan, ITPL Main Road, Opp. Manipal Hospital, Whitefield, 

Bengaluru, Karnataka. 

 

Pin-code: 560048 

  

Dear Mehak  

  

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 onboarding 

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   

   

https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html
https://tin.tin.nsdl.com/pan/index.html


 

- 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 nondisclosure.   

  

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 Mehak Mathur 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:  MEHAK MATHUR 

   

Date:  03/11/2021 

  

  

  

  

  

  

  

  



 
 
 
10/27/2021 

RUKAIYA EKBAL 
26/1A,Kavi Md Ekbal Road, Tauqeer Manzil, 
Kolkata, West Bengal - 700023 
 
Dear RUKAIYA 
 
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 RUKAIYA EKBAL 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 

SIMRAN R 
plot no.239, 6th cross , Shamrajpura layout,  
Amba bhavani temple road, Bangalore 560097 
 
Dear SIMRAN 
 
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 SIMRAN 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 

AKSHAY KUMAR PAL 
10, Vinayaka Layout, Srinivasapura,  
Kogilu, Yelahanka,  Bangalore 560064 
 
Dear AKSHAY 
 
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 AKSHAY KUMAR PAL 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 

PATURU VAMSI KRISHNA REDDY 
41/957  / shankarapuram, kadapa, Andhra Pradesh - 516002 
 
Dear PATURU 
 
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 PATURU VAMSI KRISHNA REDDY 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 

RAJESH VAMSI 
Krishna nagar 3rd lane, 
Chilakaluripet, Guntur, Andhra Pradesh - 522616 
 
Dear Rajesh 
 
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 RAJESH VAMSI 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 

BINDU J 
#97 Hirode Street, Pandavapura(Town), 
Pandavapura, Mandya Dist-571434,  
 
Dear BINDU 
 
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 BINDU J 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 

SURE VANI 
Flat 202 tranquilnest apt,balaji enclave, 
Near ramanashree california, Bangalore 560064 
 
Dear Vani 
 
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 SURE VANI 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 

SYED ASEEL 
19,albert street, richmond town,  
Bangalore 560025 
 
Dear SYED 
 
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 SYED ASEEL 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 

HARSHITHA P 
#1501,4th C main ,11th A cross ,Mahalakshmipuram, 
Nagapura 2nd stage,  BANGALORE- 560086 
 
Dear HARSHITHA 
 
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 HARSHITHA P 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 

Priyansh S Shukla 
#175, 2nd floor, 1st cross, 3rd stage,  
4th block, basveshwarnagar, Bangalore - 560069 
 
Dear Priyansh 
 
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 Priyansh S Shukla 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:  

 

 

 

 

 

 

 

 



 
 
  

03-01-2022 

 

Bhoomika S 

#303, Swagath castle, 
Balachandra layout, Kalyan Nagar, 
Bengaluru: 560043, 
India 

 

Dear Bhoomika S, 
 

Welcome to Valenta AI 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 AI; 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 12,500.00 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 3,30,000.00 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 organization.  

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 2 days from the date of offer.  

We look forward to you joining us at our Bangalore office on 17-01-2022 
 

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 AI Pvt. Ltd. 

  

I Bhoomika S 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 17-01-2022 
  

 

Signature:  

  

Name:  

  

Date:  

 

 

 

 

 

 

 

 



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Mr. MEDAM MANI SIVA KUMAR REDDY   

 
Contact No: 6303395010 
Email: 201810100420@presidencyuniversity.in 

 
Dear MEDAM MANI SIVA KUMAR REDDY,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C34

Pinnakuvari Palli Village ,Kellampalli Post, 
Prakasam, Prakasam, Andhra Pradesh - 
523240



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C34



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Ms. AKHILA T   

 
Contact No: 7090118116 
Email: 201810100048@presidencyuniversity.in 

 
Dear AKHILA T,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C35

#40 Grace Villa,2Nd Cross Kaveri 
Layout,Marathahalli,Bangalore, Karnataka - 
560037



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C35



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Ms. NANDINI B M   

 
Contact No: 9148217664 
Email: 201810102116@presidencyuniversity.in 

 
Dear NANDINI B M,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C36

645/5, Opposite Syndicate 
Bank,Subbayanaplaya, Doddanna 
Layout,Banasawadi Main Road,Bangalore, 
Karnataka - 560043



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C36



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Mr. PENDYALA   

 
Contact No: 8333911279 
Email: 201810100549@presidencyuniversity.in 

 
Dear PENDYALA,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C37

D.No : 4-2-67/2/2 Near Yuvaraj Function Hall 
Back Side Of Murthy Raju School Kovvur, 
Andhra Pradesh - 534350



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C37



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Mr. GOWTHAM R   

 
Contact No: 8637463833 
Email: 201810100256@presidencyuniversity.in 

 
Dear GOWTHAM R,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C38

No-64, Lakshmi Nagar, Arimalam Road, 
Pudukkottai, Pudukkottai, Tamil Nadu - 
622003



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C38



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Ms. PALLAVI   

 
Contact No: 9449405625 
Email: 201810100525@presidencyuniversity.in 

 
Dear PALLAVI,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C39

#4 Sri Mylara Lingeshwara Nilaya ,Kalappa 
Layout,Doddabommasandra, Bangalore, 
Karnataka - 560097



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C39



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Mr. SUPRITH A   

 
Contact No: 8618598544 
Email: 201810101744@presidencyuniversity.in 

 
Dear SUPRITH A,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C40

#47/14, 2Nd Main , 7Th Cross , 
Vrushabhavathinagar ,Sannakibayalu 
,Kamakshipalya, Bengaluru Urban, Karnataka - 
560079



This file is signed using Digital Signature.  

 
 
 

Thanking you. 
 
Yours faithfully, 

 
for EY Global Delivery Services India LLP 
Signed By: DIVYA PARIHAR 
Reason: Letter of Offer 
Location: Bangalore 
Date:10/11/2021 17:48:15 

 

Authorized Signatory 

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C40



 

This file is signed using Digital Signature.  

 
 

EY Global Delivery Services India LLP 
3rd Floor, Tower ‘C’, 
RMZ Infinity, Old Madras Road, 
Benniganahalli, K.R. Puram, 
Bangalore - 560016 
Karnataka, India  

Tel: +91 080 6681 3000 
Fax: +91 080 6681 3334 
ey.com 

Mr. G VIVEKANANDHAN   

 
Contact No: 8217655099 
Email: 201810100223@presidencyuniversity.in 

 
Dear G VIVEKANANDHAN,

 
Subject: Letter of Offer 

 
With reference to the campus selection process and the subsequent interviews that you had with us, we are 
pleased to extend a letter of offer subject to the following terms and conditions: 

 
1. Position: 

 
You will be offered a position in “EY Global Delivery Services India LLP” (the “Firm”). 

 
2. Date of joining and work location: 

 
Your date of joining the company and work location will be communicated to you at a later stage. 

 
3. Annual Fixed compensation: 

 
You shall be paid an annual total compensation of INR.4,83,000/- per annum. The annual total 
compensation includes variable pay bonus (VPB) and fringe benefits that are insurance and gratuity and 
this will be subject to applicable taxes as per the provision of IncomeTax Act & will be paid to you after 
deduction of income tax and other applicable taxes at source. 

 
Variable pay bonus(VPB) is a pay for preformance program where you will be eligible to paricipate and 
have a differential reward based on EY GDS, business unit and personal performance. This will be payable 
on or before 31 August 2023. This is subject to you being employed with the Firm as on the date of 
payment of Variable Pay Bonus. Employees who join the Firm during the year will be eligible for a prorated 
Variable Pay Bonus payment. The Variable Pay Bonus amount is subject to income tax deduction as per 
rules prescribed under the tax laws. 

 
4. Education Qualification: 

 
This letter of offer is subject to your successful completion of Btech exams by September 2022. 

 
Please note that a detailed offer letter would be issued to you subsequently. 

Looking forward to a mutually beneficial association. 

 
 

EY Global Delivery Services India Private Limited, (A private limited company with registration no. U74999KA2016PTC093751) 
converted into EY Global Delivery Services India LLP (a limited liability partnership with LLP Identity No. AAL – 2743) effective 30 
November, 2017 Regd.Office: 3rd floor, Tower ‘C’, RMZ Infinity, Old Madras Road, Benniganahalli, K R Puram Bangalore - 560016, India 

 
 
03 November, 2021

DocuSign Envelope ID: 577E2FE7-79DD-4F22-AEB8-FF42EA852C41

Vijayanagar, Bts Garage Rod,22Nd Main 
Road,Bangalore, Karnataka - 560040


	Acknowledgement and Acceptance of Appointment by Valenta AI Pvt. Ltd.

