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a. The Provident Fund Scheme and other retirement schemes, if any. The Company will contribute 12% of
your basic salary per month as its contribution and an equal amount will be deducted from your payroll
as your contribution towards this fund as per the Provident Fund Act, 1952.

b. Medical Hospitalisation Scheme, as applicable

c. Group Term Insurance plan, as applicable

d. Gratuity - You will be entitled to gratuity as per 'Payment of Gratuity Act, 1972'.

e. Employees State Insurance Corporation - You will be entitled to the benefits under Employees State
Insurance Corporation Act, 1948 depending on your eligibility.

4. The Company in line with its business requirement or based on your performance as applicable to you from time
to time reserves the right in its sole discretion to effect change in the compensation structure or its components.

5. All matters pertaining to compensation on your joining or thereafter is to be maintained under strict confidentiality
and not shared with any third party.

Probation Period

6. You will be on probation for a period of twelve (12) months from the date of your joining the Company, which may
be extended incase it is found necessary by the Company. You will continue to be on probation unless
specifically confirmed in writing.

Your confirmation in the Company would be based on your performance, which would be evaluated at the end of
6th (Sixth) and 12th (twelfth) month from the date of your joining or at the end of extension period. While on
probation, your services can be terminated at any time by either party, with notice of 15 days without assigning
any reason whatsoever. However, to mitigate organizational risks, if any, the company’s decision will be final and
binding in this regards.

Transfer

7. Although you are initially appointed at our Bangalore - Yelahanka, the Company may at its discretion transfer
your services either temporarily or permanently to any other location or department of the Company or to any of
its affiliates, subsidiaries, or any of their branches and you shall comply with all directions and instructions in that
behalf. While on your transfer, you will be governed by the rules, regulations and conditions of service as
applicable.

Leave

8. You will be eligible for leave as per the rules of the Company applicable from time to time.

Retirement

9. You will automatically retire on attaining the age of 58 years and that no further notice whatsoever to you will be
necessary in this regard. The last day of the month when you attain the age of 58 years would be considered as
your relieving date.

Conflict of interest 
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10. Whilst in the employment of the Company, you shall engage yourself exclusively in the work assigned to you by
the Company and shall not take up any independent or individual assignments whether on part time or full time
basis or in an advisory capacity either directly or indirectly.

11. On your joining and during the course of your employment with the Company, you will relinquish all your previous
interest, if any, either as a licensed agent or distribution agency of any other form with any other company,
institution, firm, individual either in the same line of business or otherwise.

12. You will always maintain utmost confidentiality and shall not either during your engagement with the Company or
thereafter, divulge to any person whatsoever any records, documents, formulae, processes, methods ideas or
any other information or communication whether written, visual or oral and whether or not marked as confidential,
concerning the business and affairs of the Company or any of its dealings, transactions which come to your
knowledge during the course of your employment, or use any of the same for your own benefit.

13. Whilst in employment of the Company, you shall at all times whether or not you have any financial interest or
otherwise either directly or indirectly, keep the Company disclosed fully of any conflicting business interest of
your immediate relatives, if any, associated with the Company either as employee, distribution agent or
otherwise.

14. Any invention, improvement, or idea conceived by you in connection with your employment with the Company,
shall become the Company's exclusive property. For the purpose of this section / point, the Company shall in
addition to (HDFC Life Insurance Company Limited) mean and include any other firm, person or company
subsidiary to or affiliated with the Company.

15. Unless specifically authorized by the proper authority within the Company, you will not engage or represent the
Company, whether in person or by way of any written document and, in any manner.

16. During the course of your employment you will be required to abide by governing laws, applicable rules and
regulations and maintain highest standard of personal conduct and integrity and comply with all policies and
procedures of the Company. Any breach, deviation, disobedience of code of conduct/procedures/policies/laws/
regulations including but not restricted to any acts of insubordination, negligence, corruption, fraud, forgery,
misappropriation and unacceptable behaviour, which bring disrepute to the Company either within or outside the
Company premises would warrant stern disciplinary action, including dismissal from services of the Company
without notice or wages in lieu of notice.

Notice Period on confirmation 

17. This engagement may be terminated by either party by giving to the other, at any time, notice of thirty days in
writing. In case of an ongoing internal investigation(s) / proceeding(s) against you, the Company has the right to
extend your last working date, till the completion of said investigation(s) / proceeding(s). To mitigate the
exigencies of the business and the possible risks, the decision of the Company will be final regarding the
relieving date. In case the relieving date decided is short of the notice period, you will be bound to pay the notice
period amount calculated on your last drawn salary. In case the Company decides to relieve you early, the
Company will bear the notice period amount calculated on your last drawn basic pay. If you fail to report to duty
till your last working date (as decided by the Company, except with prior approved leaves), your separation will
be treated as per the abandonment clause(s).
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18. Notwithstanding anything contained herein, your employment with the Company shall stand terminated forthwith
without any notice or payment in lieu of notice on account of:

a. breach of governing laws, applicable rules and regulations;

b. breach of applicable Company policies, procedure or code of conduct whether express or implied;

c. performance below defined targets as applicable from time to time;

d. any act/s which is/are regarded as breach to the interest of the Company.

Others terms and condition 

19. Whilst in the employment of the Company you are required to effectively carry out all duties and responsibilities
assigned to you. Disrespect for other employees, insubordination or flouting Company policies will not be
tolerated.

20. You will be bound by all the existing rules and regulations as framed by the Company and those as enforced by
the regulator in the insurance industry from time to time.

21. You are required to provide all the necessary documents/ evidence required on the information furnished by you
while seeking employment and as required under the rules and regulations of the Company.

22. We believe that you have not made any false declaration or willfully suppressed any material information.
Accordingly, the offer of appointment is made relying upon information furnished and representation made by
you. However, the offer of appointment is subject to reference and background check to be conducted by the
Company at its discretion at any point of time during the course of your employment. If for any reason it is found
that the reference or background check is negative or detrimental to the interest of the Company as determined
by the Company, in its sole discretion, the Company is entitled to terminate your services at any time during or
even after completion of the probation period with immediate effect without notice or any salary in lieu of notice.

23. If for any reason, you remain absent/abstain from duty for a continuous period of seven (7) days without pre-
approved leave or without intimating and obtaining the prior approval of your manager/immediate superior, or if
you remain absent/abstain from duty for a period of seven (7) days beyond the period of leave originally granted
without intimation or without obtaining the approval of your manager/immediate superior, it would be treated as
abandonment of service and you will be deemed to have voluntarily abandoned your service without notice. The
Company / employer would not be responsible for any further intimation towards such separation / abandonment
of service nor any compensation or any full and final settlement payouts towards the same.

24. In case your employment with the Company is discontinued for any reason within 30 days from the date of
joining, you will not be eligible for payment of dues or any other benefit from the Company on account of the
expenses incurred by HDFC Life towards on-boarding activities.

25. It will be your sole responsibility to inform the Company in writing of any change in your address, failing which
any communication sent to you in the address last stated by you shall be deemed to be validly served on you.

26. On your joining, you will be required to undergo a Regional Induction program as per policy at the Specified
Regional location as communicated by the Regional Human Resources Manager, designated to your location. In
case you are required to travel and stay at another location other than your base location for your induction, you
will be eligible for training allowance as per Company Policy or basis exception approval.
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27. Whilst in the employment of the Company and for a period of three (3) months thereafter your salary bank
account as reflected on the Company's records, may be subject to audit at any point of time. By signing this
letter, you hereby authorize and provide to the Company an irrevocable right to access your salary bank account
for audit purposes during the period specified herein. Failure in providing these details may lead to disciplinary
action.

28. Employee will have to raise resignation only through Employee Self Service (ESS). Resignation through any
other mode except ESS will not be considered.

29. As an active frontline sales employee, you are expected to purchase a Tablet to conduct business. You shall
provide an undertaking in favor of the Company for the purchase of the tablet in the format set out in Annexure-2.

30. You will need to open a bank account with our banking partner for salary and reimbursement purposes; in case
you have an existing account with the partner, you may choose to convert it to salary account or open a separate
account for the same. Failure to do so will result in salary and reimbursements being kept on-hold, for such
period of time, till the bank account is opened with the banking partner.

Management reserves the right to effect change in any of the above clauses and the same will be communicated to you
through SAP or other communication channels as prevalent. All policies referred in the letter are available on company's
intranet page. If you are agreeable to the above mentioned terms and conditions, please acknowledge your acceptance
by signing the duplicate copy of this letter and duly signed undertaking as set out in Annexure-2.

We look forward to a mutually rewarding relationship.

For & on behalf of

HDFC Life Insurance Co. Ltd. 

Mr Sushil Chander
VP - Human Resources

I agree to and accept all the above terms and conditions. 

Candidate Signature
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Annexure-1

CTC STRUCTURE

COMPONENT Per Annum Per Month

(I) Fixed Pay

Basic 115500 9625

House Rent Allowance 69300 5775

Other Allowance 87392 7283

Tablet Allowance 12000 1000

Bonus 24000 2000

Monthly Gross 25683

(II) Retirals & Other Benefits

Provident Fund 21600

Gratuity 5582

Flexi Pay 41225

(III) Valued Benefits

Group Insurance Benefit 8400

Group Term Insurance Cover 1200000

Mediclaim 200000

Total Fixed CTC 385000

(IV) Variable Pay

Variabale Pay for Performance 40000

Total Cost to Company 425000

Variable Pay for Performance (VPP) is subject to your achieving a rating of "3-Meets
Expectations" and above. The rating is assigned to an individual, on successful completion of the
Executive Trainee Program (12 m), basis actual performance against the defined targets.

FLEXI ANNEXURE

COMPONENT Per Annum Per Month

FLEXI

LTA (Leave Travel Allowance) 9625 0

Fuel and driver 21600 0

Children Education Allowance 2400 0

Mobile Handset Allowance 10000 0

NPS(National Pension Scheme) 11550 0

Date: Thursday, 27 May, 2022 
Name: Utheerna D U
Designation: Executive Trainee 
Location: Bangalore - 
Yelahanka Band: J2 
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Other Eligibilities 
On appointment you will be covered under the Group Term insurance as per Company policy. 
You will be eligible to be enrolled into sales incentive schemes as and when announced by the Company.

Note: The Bonus/Advance Bonus component shown above would be paid as part of monthly salary. All payments made 
towards Bonus / Sales incentives/VPP paid will be in accordance with the Payment of Bonus Act.
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Annexure-2

Undertaking

Date: Thursday, 27 May, 2022 

Name: Utheerna D U

Designation: Executive Trainee 

Location: Bangalore - Yelahanka 

Band: J2 

I, Utheerna D U, the undersigned hereby undertake to buy the prescribed electronic tablet - Samsung Galaxy 
Tab Iris Model No. SM-T116IR within 30 days of joining, or on receipt of first month salary, whichever is earlier. 

I understand and acknowledge that failure to comply with this undertaking may result in appropriate disciplinary 
actions being taken against me by the Company, including but not limited to loss of pay. 

Name: Utheerna D U

Date:

Candidate Signature
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1. Your annual emoluments will be 4,25,000 per annum on Cost to Company basis. The brief details of which are
shown in Annexure-1. The Company will deduct taxes and other statutory dues as may be applicable from time
to time from the remuneration payable to you.

2. Your Variable Pay for performance (VPP) is subject to your individual performance as well as Company's
performance (as declared by the Company from time to time).

3. Based on your grade entitlement and as per the rules and policies determined by the Company from time to time,
you will
participate in :-

Date: Thursday, 27 May, 2022

Vinutha T N
Tharahunase village and post
Jala hobli Bangalore north ,
Karnataka, 562157, India

Subject: Offer-cum-appointment letter 

Dear Vinutha T N,

With reference to your application and the subsequent interview, we are pleased to offer you a promising career with us. 
Your appointment with HDFC Life Insurance Company Limited ("Company") will be subject 
to your agreement/acceptance of the terms and conditions as defined therein, else the letter shall 
automatically stand invalidated without any further obligation on the part of the Company. The details of the terms 
and conditions are as mentioned below:- 

Designation - Executive Trainee 

Department - Bancassurance 

Organizational Band/ Grade - J2 

Location - Bangalore - Yelahanka 

Date of Joining - Within 15 days of 

Job Detail: 

Although your normal work will consist of the duties and business targets as assigned to you from time 
to time, which shall be achieved by you to the satisfaction of the Company; you may at any time be called upon to 
discharge any other duties which in the opinion of the Company are within capacity to discharge and you 
will forthwith undertake to discharge those duties with diligence and care. 

Compensation & other Benefits 



Candidate ID: 0000001878 Issued By Minal Parte (00178111) 

a. The Provident Fund Scheme and other retirement schemes, if any. The Company will contribute 12% of
your basic salary per month as its contribution and an equal amount will be deducted from your payroll
as your contribution towards this fund as per the Provident Fund Act, 1952.

b. Medical Hospitalisation Scheme, as applicable

c. Group Term Insurance plan, as applicable

d. Gratuity - You will be entitled to gratuity as per 'Payment of Gratuity Act, 1972'.

e. Employees State Insurance Corporation - You will be entitled to the benefits under Employees State
Insurance Corporation Act, 1948 depending on your eligibility.

4. The Company in line with its business requirement or based on your performance as applicable to you from time
to time reserves the right in its sole discretion to effect change in the compensation structure or its components.

5. All matters pertaining to compensation on your joining or thereafter is to be maintained under strict confidentiality
and not shared with any third party.

Probation Period

6. You will be on probation for a period of twelve (12) months from the date of your joining the Company, which may
be extended incase it is found necessary by the Company. You will continue to be on probation unless
specifically confirmed in writing.

Your confirmation in the Company would be based on your performance, which would be evaluated at the end of
6th (Sixth) and 12th (twelfth) month from the date of your joining or at the end of extension period. While on
probation, your services can be terminated at any time by either party, with notice of 15 days without assigning
any reason whatsoever. However, to mitigate organizational risks, if any, the company’s decision will be final and
binding in this regards.

Transfer

7. Although you are initially appointed at our Bangalore - Yelahanka, the Company may at its discretion transfer
your services either temporarily or permanently to any other location or department of the Company or to any of
its affiliates, subsidiaries, or any of their branches and you shall comply with all directions and instructions in that
behalf. While on your transfer, you will be governed by the rules, regulations and conditions of service as
applicable.

Leave

8. You will be eligible for leave as per the rules of the Company applicable from time to time.

Retirement

9. You will automatically retire on attaining the age of 58 years and that no further notice whatsoever to you will be
necessary in this regard. The last day of the month when you attain the age of 58 years would be considered as
your relieving date.

Conflict of interest 
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10. Whilst in the employment of the Company, you shall engage yourself exclusively in the work assigned to you by
the Company and shall not take up any independent or individual assignments whether on part time or full time
basis or in an advisory capacity either directly or indirectly.

11. On your joining and during the course of your employment with the Company, you will relinquish all your previous
interest, if any, either as a licensed agent or distribution agency of any other form with any other company,
institution, firm, individual either in the same line of business or otherwise.

12. You will always maintain utmost confidentiality and shall not either during your engagement with the Company or
thereafter, divulge to any person whatsoever any records, documents, formulae, processes, methods ideas or
any other information or communication whether written, visual or oral and whether or not marked as confidential,
concerning the business and affairs of the Company or any of its dealings, transactions which come to your
knowledge during the course of your employment, or use any of the same for your own benefit.

13. Whilst in employment of the Company, you shall at all times whether or not you have any financial interest or
otherwise either directly or indirectly, keep the Company disclosed fully of any conflicting business interest of
your immediate relatives, if any, associated with the Company either as employee, distribution agent or
otherwise.

14. Any invention, improvement, or idea conceived by you in connection with your employment with the Company,
shall become the Company's exclusive property. For the purpose of this section / point, the Company shall in
addition to (HDFC Life Insurance Company Limited) mean and include any other firm, person or company
subsidiary to or affiliated with the Company.

15. Unless specifically authorized by the proper authority within the Company, you will not engage or represent the
Company, whether in person or by way of any written document and, in any manner.

16. During the course of your employment you will be required to abide by governing laws, applicable rules and
regulations and maintain highest standard of personal conduct and integrity and comply with all policies and
procedures of the Company. Any breach, deviation, disobedience of code of conduct/procedures/policies/laws/
regulations including but not restricted to any acts of insubordination, negligence, corruption, fraud, forgery,
misappropriation and unacceptable behaviour, which bring disrepute to the Company either within or outside the
Company premises would warrant stern disciplinary action, including dismissal from services of the Company
without notice or wages in lieu of notice.

Notice Period on confirmation 

17. This engagement may be terminated by either party by giving to the other, at any time, notice of thirty days in
writing. In case of an ongoing internal investigation(s) / proceeding(s) against you, the Company has the right to
extend your last working date, till the completion of said investigation(s) / proceeding(s). To mitigate the
exigencies of the business and the possible risks, the decision of the Company will be final regarding the
relieving date. In case the relieving date decided is short of the notice period, you will be bound to pay the notice
period amount calculated on your last drawn salary. In case the Company decides to relieve you early, the
Company will bear the notice period amount calculated on your last drawn basic pay. If you fail to report to duty
till your last working date (as decided by the Company, except with prior approved leaves), your separation will
be treated as per the abandonment clause(s).
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18. Notwithstanding anything contained herein, your employment with the Company shall stand terminated forthwith
without any notice or payment in lieu of notice on account of:

a. breach of governing laws, applicable rules and regulations;

b. breach of applicable Company policies, procedure or code of conduct whether express or implied;

c. performance below defined targets as applicable from time to time;

d. any act/s which is/are regarded as breach to the interest of the Company.

Others terms and condition 

19. Whilst in the employment of the Company you are required to effectively carry out all duties and responsibilities
assigned to you. Disrespect for other employees, insubordination or flouting Company policies will not be
tolerated.

20. You will be bound by all the existing rules and regulations as framed by the Company and those as enforced by
the regulator in the insurance industry from time to time.

21. You are required to provide all the necessary documents/ evidence required on the information furnished by you
while seeking employment and as required under the rules and regulations of the Company.

22. We believe that you have not made any false declaration or willfully suppressed any material information.
Accordingly, the offer of appointment is made relying upon information furnished and representation made by
you. However, the offer of appointment is subject to reference and background check to be conducted by the
Company at its discretion at any point of time during the course of your employment. If for any reason it is found
that the reference or background check is negative or detrimental to the interest of the Company as determined
by the Company, in its sole discretion, the Company is entitled to terminate your services at any time during or
even after completion of the probation period with immediate effect without notice or any salary in lieu of notice.

23. If for any reason, you remain absent/abstain from duty for a continuous period of seven (7) days without pre-
approved leave or without intimating and obtaining the prior approval of your manager/immediate superior, or if
you remain absent/abstain from duty for a period of seven (7) days beyond the period of leave originally granted
without intimation or without obtaining the approval of your manager/immediate superior, it would be treated as
abandonment of service and you will be deemed to have voluntarily abandoned your service without notice. The
Company / employer would not be responsible for any further intimation towards such separation / abandonment
of service nor any compensation or any full and final settlement payouts towards the same.

24. In case your employment with the Company is discontinued for any reason within 30 days from the date of
joining, you will not be eligible for payment of dues or any other benefit from the Company on account of the
expenses incurred by HDFC Life towards on-boarding activities.

25. It will be your sole responsibility to inform the Company in writing of any change in your address, failing which
any communication sent to you in the address last stated by you shall be deemed to be validly served on you.

26. On your joining, you will be required to undergo a Regional Induction program as per policy at the Specified
Regional location as communicated by the Regional Human Resources Manager, designated to your location. In
case you are required to travel and stay at another location other than your base location for your induction, you
will be eligible for training allowance as per Company Policy or basis exception approval.
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27. Whilst in the employment of the Company and for a period of three (3) months thereafter your salary bank
account as reflected on the Company's records, may be subject to audit at any point of time. By signing this
letter, you hereby authorize and provide to the Company an irrevocable right to access your salary bank account
for audit purposes during the period specified herein. Failure in providing these details may lead to disciplinary
action.

28. Employee will have to raise resignation only through Employee Self Service (ESS). Resignation through any
other mode except ESS will not be considered.

29. As an active frontline sales employee, you are expected to purchase a Tablet to conduct business. You shall
provide an undertaking in favor of the Company for the purchase of the tablet in the format set out in Annexure-2.

30. You will need to open a bank account with our banking partner for salary and reimbursement purposes; in case
you have an existing account with the partner, you may choose to convert it to salary account or open a separate
account for the same. Failure to do so will result in salary and reimbursements being kept on-hold, for such
period of time, till the bank account is opened with the banking partner.

Management reserves the right to effect change in any of the above clauses and the same will be communicated to you
through SAP or other communication channels as prevalent. All policies referred in the letter are available on company's
intranet page. If you are agreeable to the above mentioned terms and conditions, please acknowledge your acceptance
by signing the duplicate copy of this letter and duly signed undertaking as set out in Annexure-2.

We look forward to a mutually rewarding relationship.

For & on behalf of

HDFC Life Insurance Co. Ltd. 

Mr Sushil Chander
VP - Human Resources

I agree to and accept all the above terms and conditions. 

Candidate Signature
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Annexure-1

CTC STRUCTURE

COMPONENT Per Annum Per Month

(I) Fixed Pay

Basic 115500 9625

House Rent Allowance 69300 5775

Other Allowance 87392 7283

Tablet Allowance 12000 1000

Bonus 24000 2000

Monthly Gross 25683

(II) Retirals & Other Benefits

Provident Fund 21600

Gratuity 5582

Flexi Pay 41225

(III) Valued Benefits

Group Insurance Benefit 8400

Group Term Insurance Cover 1200000

Mediclaim 200000

Total Fixed CTC 385000

(IV) Variable Pay

Variabale Pay for Performance 40000

Total Cost to Company 425000

Variable Pay for Performance (VPP) is subject to your achieving a rating of "3-Meets
Expectations" and above. The rating is assigned to an individual, on successful completion of the
Executive Trainee Program (12 m), basis actual performance against the defined targets.

FLEXI ANNEXURE

COMPONENT Per Annum Per Month

FLEXI

LTA (Leave Travel Allowance) 9625 0

Fuel and driver 21600 0

Children Education Allowance 2400 0

Mobile Handset Allowance 10000 0

NPS(National Pension Scheme) 11550 0

Date: Thursday, 27 May, 2022 
Name: Vinutha T N
Designation: Executive Trainee 
Location: Bangalore - Yelahanka 
Band: J2 
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Other Eligibilities 
On appointment you will be covered under the Group Term insurance as per Company policy. 
You will be eligible to be enrolled into sales incentive schemes as and when announced by the Company.

Note: The Bonus/Advance Bonus component shown above would be paid as part of monthly salary. All payments made 
towards Bonus / Sales incentives/VPP paid will be in accordance with the Payment of Bonus Act.
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Annexure-2

Undertaking

Date: Thursday, 27 May, 2022 

Name: Vinutha T N

Designation: Executive Trainee 

Location: Bangalore - Yelahanka 

Band: J2 

I, Vinutha T N, the undersigned hereby undertake to buy the prescribed electronic tablet - Samsung Galaxy Tab Iris 
Model No. SM-T116IR within 30 days of joining, or on receipt of first month salary, whichever is earlier. 

I understand and acknowledge that failure to comply with this undertaking may result in appropriate disciplinary actions 
being taken against me by the Company, including but not limited to loss of pay. 

Name: Vinutha T N

Date:

Candidate Signature
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1. Your annual emoluments will be 4,25,000 per annum on Cost to Company basis. The brief details of which are
shown in Annexure-1. The Company will deduct taxes and other statutory dues as may be applicable from time
to time from the remuneration payable to you.

2. Your Variable Pay for performance (VPP) is subject to your individual performance as well as Company's
performance (as declared by the Company from time to time).

3. Based on your grade entitlement and as per the rules and policies determined by the Company from time to time,
you will
participate in :-

Date: Thursday, 27 May, 2022

Varun
#64 khasbagh, near railway station road
Doddaballapur
Bangalore rural Karnataka, 561203, India

Subject: Offer-cum-appointment letter 

Dear Varun,

With reference to your application and the subsequent interview, we are pleased to offer you a promising career with us. 
Your appointment with HDFC Life Insurance Company Limited ("Company") will be subject to your 
agreement/acceptance of the terms and conditions as defined therein, else the letter shall automatically stand 
invalidated without any further obligation on the part of the Company. The details of the terms and conditions are as 
mentioned below:- 

Designation - Executive Trainee 

Department - Bancassurance 

Organizational Band/ Grade - J2 

Location - Bangalore - Yelahanka 

Date of Joining - Within 15 days of 

Job Detail: 

Although your normal work will consist of the duties and business targets as assigned to you from time to time, 
which shall be achieved by you to the satisfaction of the Company; you may at any time be called upon to discharge any 
other duties which in the opinion of the Company are within capacity to discharge and you will forthwith undertake to 
discharge those duties with diligence and care. 

Compensation & other Benefits 



Candidate ID: 0000001878 Issued By Minal Parte (00178111) 

a. The Provident Fund Scheme and other retirement schemes, if any. The Company will contribute 12% of
your basic salary per month as its contribution and an equal amount will be deducted from your payroll
as your contribution towards this fund as per the Provident Fund Act, 1952.

b. Medical Hospitalisation Scheme, as applicable

c. Group Term Insurance plan, as applicable

d. Gratuity - You will be entitled to gratuity as per 'Payment of Gratuity Act, 1972'.

e. Employees State Insurance Corporation - You will be entitled to the benefits under Employees State
Insurance Corporation Act, 1948 depending on your eligibility.

4. The Company in line with its business requirement or based on your performance as applicable to you from time
to time reserves the right in its sole discretion to effect change in the compensation structure or its components.

5. All matters pertaining to compensation on your joining or thereafter is to be maintained under strict confidentiality
and not shared with any third party.

Probation Period

6. You will be on probation for a period of twelve (12) months from the date of your joining the Company, which may
be extended incase it is found necessary by the Company. You will continue to be on probation unless
specifically confirmed in writing.

Your confirmation in the Company would be based on your performance, which would be evaluated at the end of
6th (Sixth) and 12th (twelfth) month from the date of your joining or at the end of extension period. While on
probation, your services can be terminated at any time by either party, with notice of 15 days without assigning
any reason whatsoever. However, to mitigate organizational risks, if any, the company’s decision will be final and
binding in this regards.

Transfer

7. Although you are initially appointed at our Bangalore - Yelahanka, the Company may at its discretion transfer
your services either temporarily or permanently to any other location or department of the Company or to any of
its affiliates, subsidiaries, or any of their branches and you shall comply with all directions and instructions in that
behalf. While on your transfer, you will be governed by the rules, regulations and conditions of service as
applicable.

Leave

8. You will be eligible for leave as per the rules of the Company applicable from time to time.

Retirement

9. You will automatically retire on attaining the age of 58 years and that no further notice whatsoever to you will be
necessary in this regard. The last day of the month when you attain the age of 58 years would be considered as
your relieving date.

Conflict of interest 
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10. Whilst in the employment of the Company, you shall engage yourself exclusively in the work assigned to you by
the Company and shall not take up any independent or individual assignments whether on part time or full time
basis or in an advisory capacity either directly or indirectly.

11. On your joining and during the course of your employment with the Company, you will relinquish all your previous
interest, if any, either as a licensed agent or distribution agency of any other form with any other company,
institution, firm, individual either in the same line of business or otherwise.

12. You will always maintain utmost confidentiality and shall not either during your engagement with the Company or
thereafter, divulge to any person whatsoever any records, documents, formulae, processes, methods ideas or
any other information or communication whether written, visual or oral and whether or not marked as confidential,
concerning the business and affairs of the Company or any of its dealings, transactions which come to your
knowledge during the course of your employment, or use any of the same for your own benefit.

13. Whilst in employment of the Company, you shall at all times whether or not you have any financial interest or
otherwise either directly or indirectly, keep the Company disclosed fully of any conflicting business interest of
your immediate relatives, if any, associated with the Company either as employee, distribution agent or
otherwise.

14. Any invention, improvement, or idea conceived by you in connection with your employment with the Company,
shall become the Company's exclusive property. For the purpose of this section / point, the Company shall in
addition to (HDFC Life Insurance Company Limited) mean and include any other firm, person or company
subsidiary to or affiliated with the Company.

15. Unless specifically authorized by the proper authority within the Company, you will not engage or represent the
Company, whether in person or by way of any written document and, in any manner.

16. During the course of your employment you will be required to abide by governing laws, applicable rules and
regulations and maintain highest standard of personal conduct and integrity and comply with all policies and
procedures of the Company. Any breach, deviation, disobedience of code of conduct/procedures/policies/laws/
regulations including but not restricted to any acts of insubordination, negligence, corruption, fraud, forgery,
misappropriation and unacceptable behaviour, which bring disrepute to the Company either within or outside the
Company premises would warrant stern disciplinary action, including dismissal from services of the Company
without notice or wages in lieu of notice.

Notice Period on confirmation 

17. This engagement may be terminated by either party by giving to the other, at any time, notice of thirty days in
writing. In case of an ongoing internal investigation(s) / proceeding(s) against you, the Company has the right to
extend your last working date, till the completion of said investigation(s) / proceeding(s). To mitigate the
exigencies of the business and the possible risks, the decision of the Company will be final regarding the
relieving date. In case the relieving date decided is short of the notice period, you will be bound to pay the notice
period amount calculated on your last drawn salary. In case the Company decides to relieve you early, the
Company will bear the notice period amount calculated on your last drawn basic pay. If you fail to report to duty
till your last working date (as decided by the Company, except with prior approved leaves), your separation will
be treated as per the abandonment clause(s).
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18. Notwithstanding anything contained herein, your employment with the Company shall stand terminated forthwith
without any notice or payment in lieu of notice on account of:

a. breach of governing laws, applicable rules and regulations;

b. breach of applicable Company policies, procedure or code of conduct whether express or implied;

c. performance below defined targets as applicable from time to time;

d. any act/s which is/are regarded as breach to the interest of the Company.

Others terms and condition 

19. Whilst in the employment of the Company you are required to effectively carry out all duties and responsibilities
assigned to you. Disrespect for other employees, insubordination or flouting Company policies will not be
tolerated.

20. You will be bound by all the existing rules and regulations as framed by the Company and those as enforced by
the regulator in the insurance industry from time to time.

21. You are required to provide all the necessary documents/ evidence required on the information furnished by you
while seeking employment and as required under the rules and regulations of the Company.

22. We believe that you have not made any false declaration or willfully suppressed any material information.
Accordingly, the offer of appointment is made relying upon information furnished and representation made by
you. However, the offer of appointment is subject to reference and background check to be conducted by the
Company at its discretion at any point of time during the course of your employment. If for any reason it is found
that the reference or background check is negative or detrimental to the interest of the Company as determined
by the Company, in its sole discretion, the Company is entitled to terminate your services at any time during or
even after completion of the probation period with immediate effect without notice or any salary in lieu of notice.

23. If for any reason, you remain absent/abstain from duty for a continuous period of seven (7) days without pre-
approved leave or without intimating and obtaining the prior approval of your manager/immediate superior, or if
you remain absent/abstain from duty for a period of seven (7) days beyond the period of leave originally granted
without intimation or without obtaining the approval of your manager/immediate superior, it would be treated as
abandonment of service and you will be deemed to have voluntarily abandoned your service without notice. The
Company / employer would not be responsible for any further intimation towards such separation / abandonment
of service nor any compensation or any full and final settlement payouts towards the same.

24. In case your employment with the Company is discontinued for any reason within 30 days from the date of
joining, you will not be eligible for payment of dues or any other benefit from the Company on account of the
expenses incurred by HDFC Life towards on-boarding activities.

25. It will be your sole responsibility to inform the Company in writing of any change in your address, failing which
any communication sent to you in the address last stated by you shall be deemed to be validly served on you.

26. On your joining, you will be required to undergo a Regional Induction program as per policy at the Specified
Regional location as communicated by the Regional Human Resources Manager, designated to your location. In
case you are required to travel and stay at another location other than your base location for your induction, you
will be eligible for training allowance as per Company Policy or basis exception approval.
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27. Whilst in the employment of the Company and for a period of three (3) months thereafter your salary bank
account as reflected on the Company's records, may be subject to audit at any point of time. By signing this
letter, you hereby authorize and provide to the Company an irrevocable right to access your salary bank account
for audit purposes during the period specified herein. Failure in providing these details may lead to disciplinary
action.

28. Employee will have to raise resignation only through Employee Self Service (ESS). Resignation through any
other mode except ESS will not be considered.

29. As an active frontline sales employee, you are expected to purchase a Tablet to conduct business. You shall
provide an undertaking in favor of the Company for the purchase of the tablet in the format set out in Annexure-2.

30. You will need to open a bank account with our banking partner for salary and reimbursement purposes; in case
you have an existing account with the partner, you may choose to convert it to salary account or open a separate
account for the same. Failure to do so will result in salary and reimbursements being kept on-hold, for such
period of time, till the bank account is opened with the banking partner.

Management reserves the right to effect change in any of the above clauses and the same will be communicated to you
through SAP or other communication channels as prevalent. All policies referred in the letter are available on company's
intranet page. If you are agreeable to the above mentioned terms and conditions, please acknowledge your acceptance
by signing the duplicate copy of this letter and duly signed undertaking as set out in Annexure-2.

We look forward to a mutually rewarding relationship.

For & on behalf of

HDFC Life Insurance Co. Ltd. 

Mr Sushil Chander
VP - Human Resources

I agree to and accept all the above terms and conditions. 

Candidate Signature
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Annexure-1

CTC STRUCTURE

COMPONENT Per Annum Per Month

(I) Fixed Pay

Basic 115500 9625

House Rent Allowance 69300 5775

Other Allowance 87392 7283

Tablet Allowance 12000 1000

Bonus 24000 2000

Monthly Gross 25683

(II) Retirals & Other Benefits

Provident Fund 21600

Gratuity 5582

Flexi Pay 41225

(III) Valued Benefits

Group Insurance Benefit 8400

Group Term Insurance Cover 1200000

Mediclaim 200000

Total Fixed CTC 385000

(IV) Variable Pay

Variabale Pay for Performance 40000

Total Cost to Company 425000

Variable Pay for Performance (VPP) is subject to your achieving a rating of "3-Meets
Expectations" and above. The rating is assigned to an individual, on successful completion of the
Executive Trainee Program (12 m), basis actual performance against the defined targets.

FLEXI ANNEXURE

COMPONENT Per Annum Per Month

FLEXI

LTA (Leave Travel Allowance) 9625 0

Fuel and driver 21600 0

Children Education Allowance 2400 0

Mobile Handset Allowance 10000 0

NPS(National Pension Scheme) 11550 0

Date: Thursday, 27 May, 2022 
Name: Varun
Designation: Executive Trainee 
Location: Bangalore - Yelahanka 
Band: J2 
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Other Eligibilities 
On appointment you will be covered under the Group Term insurance as per Company policy. 
You will be eligible to be enrolled into sales incentive schemes as and when announced by the Company.

Note: The Bonus/Advance Bonus component shown above would be paid as part of monthly salary. All payments made 
towards Bonus / Sales incentives/VPP paid will be in accordance with the Payment of Bonus Act.
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Annexure-2

Undertaking

Date: Thursday, 27 May, 2022 

Name: Varun

Designation: Executive Trainee 

Location: Bangalore - Yelahanka 

Band: J2 

I, Varun, the undersigned hereby undertake to buy the prescribed electronic tablet - Samsung Galaxy Tab Iris Model No. 
SM-T116IR within 30 days of joining, or on receipt of first month salary, whichever is earlier. 

I understand and acknowledge that failure to comply with this undertaking may result in appropriate disciplinary actions 
being taken against me by the Company, including but not limited to loss of pay. 

Name: Varun

Date:

Candidate Signature



WINSPARK INNOVATIONS LEARNING PVT LTD. 

1108-1109, 11th floor, JMD Megapolis, Sohna Road, Gurgaon 

http://www.planetspark.in 

Offer Letter 
Date: 05/01/2022 

To HIMANSHU SINGH

Employee Code: _ PS006970

Dear HIMANSHU,

Sub: Offer Letter 

We are pleased to appoint you in our organization as a Business Development 

Counsellor with effect from 22nd February 2022. You will be based out of 

PlanetSpark office at 1108-1109, 11th Floor.JMD Megapolis, Sohna Road, 

Gurgaon. 

You will be paid gross emoluments and incentives as detailed in Annexure – A. 

Your employment with us will be governed by the Terms & Conditions as detailed in 

Annexure – B. 

Your offer has been made based on information furnished by you. However, if there is 

a discrepancy in the copies of documents or certificates given by you as a proof of 

above we retain the right to review our offer of employment. 

Please sign and return duplicate copy of this letter in token of your acceptance. 

We congratulate you on your appointment and wish you a long and successful career 

with us. We are confident that your contribution will take us further in our journey 

towards sparking the joy of learning in every child in India. We assure you of our 

support for your professional development and growth. 

Yours truly, 

For WINSPARK INNOVATIONS LEARNING PRIVATE LIMITED. 

AUTHORIZED SIGNATORY 

Encl.: As above 

http://www.planetspark.in/


 

Annexure – A 

 

Emoluments can be bifurcated as under: 
 

Particulars Monthly Yearly 

Basic Pay 18400 220800 

House Rent Allowance 9200 110400 

Conveyance Allowance 2000 24000 

Supplementary Allowance 7000 84000 

Gross Salary 36600 439200 

*Performance Linked Incentive based on Individual Target  20000 240000 

Employer PF Contribution 1800 21600 

Total CTC  700,800 

 

During first month fixed component will be 25000 INR, including PF and second month 
onwards CTC will be revised according to annexure A. 

 

Annexure – B 

 

1. Personal Particulars: 
You will keep us informed of any change in your residential address, your family 

status or any other relevant particulars. You would also let us know the name and 

address of your legal heir/nominee. 

 

2. Probation 

You will be in probation period of 21 days from the date of joining and will not be confirmed if 

you are unable to get license to sell i.e. successfully complete the training within 21 days of 
joining. 

 

3. Nature of Work: 
You will work at high standard of initiative, creativeness, efficiency and economy 

in the organization. The nature of work and responsibilities within Business 

Development Counsellor will be assigned and explained to you from time to 

time. 

 

4. Training: 
You will hold yourself in readiness for any training at any place whenever 

required. Such training would be imparted to you at the company’s expense. 
 

5. Intellectual Property Right: 
If during the period of your employment with us you achieve any invention, 

process improvement, operational improvement, or other process/method likely to 

result in more efficient operation of any of the activities of the company, the 

company shall be entitled to use and utilize such improvement and you shall 

assign all rights thereof to the company for the purpose of seeking any patent 

rights or for any other purpose. The company shall have the sole ownership rights 

of all the intellectual property rights that you may create during the tenure of 

association with the company including but not limited to the creative concept 



that you may develop during your association with the company. 

 

6. Secrecy/Confidentiality: 
You will not during the course of your employment with the company or at any 

time there after divulge or disclose to any person whomsoever, make any use 

whatsoever for your own purpose or for any other purpose other than that of the 

company, of any information or knowledge obtained by you during your 

employment as to the business or affairs of the company including development, 

process reports and reporting system and you will during the course of your 

employment hereunder also use your best endeavour to prevent any other person 

from doing so. 

 

7. Annual Leave: 
You will be entitled to 4 annual leaves for every completed quarter at the 

company. 

 

8. Termination of Service: 
Either party can terminate this employment by serving a notice of one week on 

the other. 

 

9. Appointment in Good Faith: 
It must be specifically understood that this offer is made based on your 

proficiency on technical/professional skills you have declared to possess as per 

your application for employment and your ability to handle any assignment/job 

independently. 

 

The above terms and conditions are based on the company’s policy, procedures 
and other rules currently applicable in India and are subject to amendments and 

adjustments from time to time. In all matter including those not specifically 

covered here such as traveling, retirement, etc. you will be governed by the rules 

of the company as shall be in force from time to time. 

 

Sincerely, 

For and on behalf of WINSPARK INNOVATIONS LEARNING PVT LTD 

 

 

“I hereby accept this offer and I Confirm that I have signed out of the placement process” 

 

 

Signature                                                                                                          Date 



  
WINSPARK INNOVATIONS LEARNING PVT LTD. 

1108-1109, 11th floor, JMD Megapolis, Sohna Road, Gurgaon 

http://www.planetspark.in 

Offer Letter 
Date: 05/01/2022 

 

      To Manisha Ravi 

 
Employee Code: _ PS006949 

Dear Manisha, 

Sub: Offer Letter 
 

We are pleased to appoint you in our organization as a Business Development 

Counsellor with effect from 22nd February 2022. You will be based out of 

PlanetSpark office at 1108-1109, 11th Floor.JMD Megapolis, Sohna Road, 

Gurgaon. 

 
               You will be paid gross emoluments and incentives as detailed in Annexure – A. 

 

Your employment with us will be governed by the Terms & Conditions as detailed in 

Annexure – B. 

 

Your offer has been made based on information furnished by you. However, if there is a 

discrepancy in the copies of documents or certificates given by you as a proof of above 

we retain the right to review our offer of employment. 

 

Please sign and return duplicate copy of this letter in token of your acceptance. 

 

We congratulate you on your appointment and wish you a long and successful career 

with us. We are confident that your contribution will take us further in our journey 

towards sparking the joy of learning in every child in India. We assure you of our 

support for your professional development and growth. 

Yours truly, 

 

For WINSPARK INNOVATIONS LEARNING PRIVATE LIMITED. 

 
 

AUTHORIZED SIGNATORY 

Encl.: As above 

http://www.planetspark.in/


 

Annexure – A 

 

Emoluments can be bifurcated as under: 
 

Particulars Monthly Yearly 

Basic Pay 18400 220800 

House Rent Allowance 9200 110400 

Conveyance Allowance 2000 24000 

Supplementary Allowance 7000 84000 

Gross Salary 36600 439200 

*Performance Linked Incentive based on Individual Target  20000 240000 

Employer PF Contribution 1800 21600 

Total CTC  700,800 

 

During first month fixed component will be 25000 INR, including PF and second month 
onwards CTC will be revised according to annexure A. 

 

Annexure – B 

 

1. Personal Particulars: 
You will keep us informed of any change in your residential address, your family 

status or any other relevant particulars. You would also let us know the name and 

address of your legal heir/nominee. 

 

2. Probation 

You will be in probation period of 21 days from the date of joining and will not be confirmed if 

you are unable to get license to sell i.e. successfully complete the training within 21 days of 
joining. 

 

3. Nature of Work: 
You will work at high standard of initiative, creativeness, efficiency and economy 

in the organization. The nature of work and responsibilities within Business 

Development Counsellor will be assigned and explained to you from time to 

time. 

 

4. Training: 
You will hold yourself in readiness for any training at any place whenever 

required. Such training would be imparted to you at the company’s expense. 
 

5. Intellectual Property Right: 
If during the period of your employment with us you achieve any invention, 

process improvement, operational improvement, or other process/method likely to 

result in more efficient operation of any of the activities of the company, the 

company shall be entitled to use and utilize such improvement and you shall 

assign all rights thereof to the company for the purpose of seeking any patent 

rights or for any other purpose. The company shall have the sole ownership rights 

of all the intellectual property rights that you may create during the tenure of 

association with the company including but not limited to the creative concept 



that you may develop during your association with the company. 

 

6. Secrecy/Confidentiality: 
You will not during the course of your employment with the company or at any 

time there after divulge or disclose to any person whomsoever, make any use 

whatsoever for your own purpose or for any other purpose other than that of the 

company, of any information or knowledge obtained by you during your 

employment as to the business or affairs of the company including development, 

process reports and reporting system and you will during the course of your 

employment hereunder also use your best endeavour to prevent any other person 

from doing so. 

 

7. Annual Leave: 
You will be entitled to 4 annual leaves for every completed quarter at the 

company. 

 

8. Termination of Service: 
Either party can terminate this employment by serving a notice of one week on 

the other. 

 

9. Appointment in Good Faith: 
It must be specifically understood that this offer is made based on your 

proficiency on technical/professional skills you have declared to possess as per 

your application for employment and your ability to handle any assignment/job 

independently. 

 

The above terms and conditions are based on the company’s policy, procedures 
and other rules currently applicable in India and are subject to amendments and 

adjustments from time to time. In all matter including those not specifically 

covered here such as traveling, retirement, etc. you will be governed by the rules 

of the company as shall be in force from time to time. 

 

Sincerely, 

For and on behalf of WINSPARK INNOVATIONS LEARNING PVT LTD 

 

 

“I hereby accept this offer and I Confirm that I have signed out of the placement process” 

 

 

Signature                                                                                                          Date 



  
WINSPARK INNOVATIONS LEARNING PVT LTD. 

1108-1109, 11th floor, JMD Megapolis, Sohna Road, Gurgaon 

http://www.planetspark.in 

Offer Letter 
Date: 05/01/2022 

 

      To Shirline Sreenivasan 

 
Employee Code: _ PS006950 

Dear Shirline, 

Sub: Offer Letter 
 

We are pleased to appoint you in our organization as a Business Development 

Counsellor with effect from 22nd February 2022. You will be based out of 

PlanetSpark office at 1108-1109, 11th Floor.JMD Megapolis, Sohna Road, 

Gurgaon. 

 
               You will be paid gross emoluments and incentives as detailed in Annexure – A. 

 

Your employment with us will be governed by the Terms & Conditions as detailed in 

Annexure – B. 

 

Your offer has been made based on information furnished by you. However, if there is a 

discrepancy in the copies of documents or certificates given by you as a proof of above 

we retain the right to review our offer of employment. 

 

Please sign and return duplicate copy of this letter in token of your acceptance. 

 

We congratulate you on your appointment and wish you a long and successful career 

with us. We are confident that your contribution will take us further in our journey 

towards sparking the joy of learning in every child in India. We assure you of our 

support for your professional development and growth. 

Yours truly, 

 

For WINSPARK INNOVATIONS LEARNING PRIVATE LIMITED. 

 
 

AUTHORIZED SIGNATORY 

Encl.: As above 

http://www.planetspark.in/
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HINDUJA GLOBAL SOLUTIONS LIMITED 
7A, Summerville, Junction of 14th & 33rd Road, Bandra (W), Mumbai - 400050. Telephone: +91-22-42009327/43. CIN: 

L92I99MHI995PLC084610 
Regd. Office: Hinduja House, No. 171, Dr. Annie Besant Road, Worli, Mumbai - 400 018. India. Telephone: 91-022-2496 0707, Fax: 91- 

Website: www.teamhgs.com ,4208 22-2497 
Registered in England No: 3017799 

 

 

January 19, 2022 

 
Ms.Aishwarya Sunil 

 

 
Dear Aishwarya, 

 
With reference to our discussion, we are pleased to offer you the position of ìProcess Associateî, at 

Hinduja Global Solutions Limited. 

 
Enclosed is the compensation sheet giving details of your offer. Your total compensation package will 

be 550000.00/- per annum and future increase will be performance based. 

 
The above offer is subject to verification of your certificates and testimonials (i.e. certificates in proof of 

educational qualification, proof of past employment, reference checks, address, date of birth, and any 
other checks as deemed fit by the organisation). As mutually agreed you would be based at Mumbai 

and join duties on or before March 1, 2022. 

 
The tenure of this employment is for the period of 12 months ending on February 28, 2023. 

 
Please acknowledge the duplicate copy of this letter as a token of acceptance of our offer. 

Thanking you, 

 
Yours faithfully, 

For Hinduja Global Solutions Limited, 

Signature Not Verified 
Digitally signed by SHIRUDE PRAJAKTA 
MADHUKAR 
Date: 2022.01.20 12:33:47 +05:30 
Reason: Offer 

 

(Prajakta Shirude) 

Head- Human Resources 

Business Services 

 
 
 
 
 
 

This is a digitally signed document and does not require physical signature 

http://www.teamhgs.com/
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